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City of Issaquah

Section 1 — General Provisions

1.1 PURPOSE

The objective of these guidelines is to facilitate efficient service to the public and to provide a
personnel management system within the City government that clarifies and ensures the rights and
responsibilities of all employees in an equitable and uniform manner.

1.1.1

These guidelines shall apply to all City employees, and shall not apply to elected officials, volunteers
or independent contractors.

The City has collective bargaining agreements with the American Federation of State, County and
Municipal Employees (AFSCME), Issaquah Police Officers” Association IPOA), Issaquah Police
Support Services Association, Teamsters 117, and Teamsters 763.

In addition, the City of Issaquah as a non-charter code city has adopted Civil Service rules and
regulations for carrying out the purposes of RCW 41.08 and 41.12 and Section 2.68 of the Issaquah
Municipal Code for Police Department employees.

In the instances where personnel policies and procedures conflict with collective bargaining
agreements or with Civil Service Rules and Regulations, the provisions of the labor contract and/or
the Civil Service Rules shall govern.

1.1.2

The intent of these guidelines is to recognize that the City shall employ the most suitably qualified
persons available; that tenure of every employee shall depend upon the need of the work performed,
availability of funds, effective performance, appropriate conduct, and continuing fitness for a position;
that each employee shall be prepared and expected to perform at an optimum level; and that no
appointment to, promotion to, removal from, or discipline in any position in the City shall be
influenced because of the employee’s or applicant’s race (inclusive of traits historically associated or
perceived to be associated with race, including hair texture and hairstyle), color, religion, sex, national
origin, citizenship or immigration status, age (over 40), marital status, parental status, sexual
orientation, gender identity, pregnancy, disability, veteran's status, or any other bases prohibited by
applicable Federal, state, or local laws.

1.1.3

Additional information about or clarification of these guidelines may be obtained from the employee's
supervisor, Human Resources staff, or the City Administrator.
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City of Issaquah

1.14

This manual is a general informational guide to the City's current employment guidelines. The City
reserves the right to amend, delete, supplement, or rescind any of the provisions of this manual, as
well as other City guidelines and practices, whether informal or formal, and including those not
contained in this document, as the City deems necessary and appropriate, without advance notice.
These guidelines shall not be construed to create contractual rights or any type of promise or guarantee
of specific treatment upon which any employee may rely. The City also reserves the right to deviate
from these guidelines in individual situations in order to achieve its primary mission of providing
orderly and cost efficient services to citizens.

SECTION 1.2 SCOPE

In cases where these guidelines conflict with collective bargaining contracts and agreements duly
agreed upon between authorized employee organizations or unions and the City, or in cases where
these guidelines conflict with Civil Service Rules and Regulations, statute, or ordinance, the provisions
of those specific sources of employee’s rights and responsibilities shall govern. In all other cases these
guidelines shall apply.

Section 2 — General Policies & Practices

2.1 EQUAL EMPLOYMENT OPPORTUNITY

2.11

The City is an equal employment opportunity employer. The City employs, retains, promotes,
terminates and otherwise treats all employees and job applicants on the basis of merit, qualifications,
and competence. This policy shall be applied without regard to the employee’s or applicant’s race
(inclusive of traits historically associated or perceived to be associated with race, including hair texture
and hairstyle), color, religion, sex, national origin, citizenship or immigration status, age (over 40),
marital status, parental status, sexual orientation, gender identity, pregnancy, disability, veteran's status,
ot any other bases prohibited by applicable Federal, state, or local laws.

2.1.2

The City will not discriminate against applicants or employees with a sensory, physical or mental
impairment. If an applicant or employee has a disability that limits his/her ability to perform the
essential elements of the job, please inform the department director and/or Human Resources of the
disability and a request for reasonable accommodation. In order to provide reasonable
accommodation, the City may seek to communicate with the applicant/employee and his/her medical
providers to gain a better understanding of the limitations and the means by which an accommodation
would allow the employee to perform the essential functions of the position. Such communications
with medical providers will only occur after the employee or applicant has given written consent.
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2.1.3

The City complies fully with its duty to provide reasonable accommodation of any applicant’s or
employee’s sincerely held religious beliefs, unless the City believes such an accommodation would
create an undue hardship, cannot be accommodated due to contractual commitments that cannot be
or will not be waived, or is contrary to law or the City’s commitment to diversity. For example, if an
employee seeks a certain work schedule, or to dress or attire himself/herself in a way that varies from
any dress code adopted by the City, the employee will inform the department director of the religious
practice and a request for reasonable accommodation.

2.2 ANTI-HARASSMENT POLICY, INCLUDING SEXUAL HARASSMENT

2.21

The City is committed to ensuring that the practices and conduct of all its employees comply with the
requirements of Federal and State laws against employment discrimination. It is the policy of the City
that all employees have the right to work in an environment free from harassment based upon their
race (inclusive of traits historically associated or perceived to be associated with race, including hair
texture and hairstyle), color, religion, gender, national origin, citizenship or immigration status, age
(over 40), marital status, sexual orientation, gender identity, pregnancy, disability, veteran’s status, or
any other protected status or characteristic. Any such harassment of employees by their co-workers,
supervisors or others in the workplace will not be tolerated.

2.2.2

A definition of all conduct that could constitute unlawful discrimination or harassment or other
unlawful conduct is difficult, if not impossible, to create. For that reason the following list of examples
of prohibited conduct is intended to be illustrative but not all-inclusive:

a) Verbal or physical conduct that demeans or shows hostility or aversion toward another employee
or members of the public.

b) Slurs or demeaning comments to employees or members of the public relating to race (inclusive
of traits historically associated or perceived to be associated with race, including hair texture and
hairstyle), color, religion, gender, national origin, citizenship or immigration status, pregnancy, age
(over 40), marital status, sexual orientation, gender identity, disability, veteran’s status, or any other
characteristic protected by law.

2.2.3

Sexual harassment is also a form of unlawful discrimination. Examples of prohibited conduct include
but are not limited to:

a) Unwanted physical contact or conduct of any kind, including sexual flirtations, touching, advances,
or propositions;
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b) Verbal harassment of a sexual nature, including but not limited to lewd comments, sexual jokes or
references, and offensive personal references;

¢) Demeaning, insulting, intimidating, or sexually suggestive comments about an individual;

d) The display in the workplace of demeaning, insulting, intimidating, or sexually suggestive objects,
pictures, cartoons or photographs;

e) Demeaning, insulting, intimidating, or sexually suggestive written, recorded, or electronically
transmitted messages.

f) Solicitation or coercion of sexual activity, dates or the like with the implied or express promise of
rewards or preferential treatment.

2) Intimidating, hostile, derogatory, contemptuous or otherwise offensive remarks that are directed
at a person because of that person’s gender, whether or not the remarks themselves are sexual in
nature, where the remarks cause discomfort or humiliation and interfere with the performance of
the employee’s duties.

2.3 COMPLAINT PROCESS: DISCRIMINATION, HARASSMENT, OR
RETALIATION

2.3.1

Any person who believes he or she is a victim of or who observes any unlawful discrimination or
harassment or retaliation should immediately tell the offending individual how they feel and ask them
to stop. If this approach is not successful or if the employee is uncomfortable confronting the
offending individual, the employee should report the incident promptly, either verbally or in writing
to the Human Resources Director. If the employee believes the Human Resources Director is involved
in the offensive conduct, the report should be directed to the City Administrator or the Mayor. Any
department directors or supervisors who receive such reports from other employees shall immediately
communicate the information to the Human Resources Director or City Administrator.

2.3.2

The complaint will be immediately investigated. The City will determine the selection of the
investigator, level of formality, and the procedures used in the investigation based upon the nature of
the allegations and circumstances of the situation. Confidentiality will be maintained throughout the
investigatory process to the extent practical and consistent with the City’s need to undertake a full
investigation. As soon as it is reasonable, investigative findings shall be submitted to the City
Administrator and Mayor. If the investigation shows the accused employee engaged in unlawful
harassment or discrimination, appropriate disciplinary action will be taken, up to and including
termination.

2.3.3

The City will not permit retaliation or discipline against anyone who makes a complaint in good faith
or who cooperates in an investigation of a harassment or discrimination complaint.

Page 4



City of Issaquah

2.3.4

There may be instances in which an employee reporting harassment or discrimination seeks only to
discuss the matter informally and does not wish the City to undertake an investigation or to take
further steps. In such situations, the City may arrange some informal mechanism for resolving the
issues. However, an individual reporting harassment or discrimination should be aware that the City
may decide it must take action to address the issue beyond informal means.

2.4 DRUG-FREE WORKPLACE

2441

Based on the Federal Drug-Free Workplace Act, the manufacturing, distribution, dispensation,
possession, or use of unlawful drugs or alcohol on City premises, in City vehicles, or during work
hours by City employees is prohibited. An employee who uses unlawful drugs, alcohol, or other
controlled substances but whose use impairs the employee's work performance, poses a threat in the
public confidence, or is a safety risk to others, may also be disciplined and/or terminated.

Although marijuana is now legal under Washington State law in certain circumstances for recreational
or medical use, it is still illegal to possess, use, or distribute marijuana under Federal law. The City
considers possession of marijuana, use of marijuana, or being under the influence of marijuana at work
a violation of the City’s drug free workplace policies.

2.4.2

Employees must notify their department directors within five (5) days of any drug or alcohol related
conviction.

2.4.3

The City of Issaquah strictly prohibits the following:
a) Testing positive for drugs. An alcohol concentration of .04 or higher is considered a positive test.

b) The use, possession, manufacture, distribution, dispensing, transfer or trafficking of alcohol or
drugs and their paraphernalia in any amount or any manner on City premises, in City vehicles or
while on duty at any time.

¢) Operating a City vehicle, bicycle, or electric bicycle after consuming any amount of alcohol, an
illegal drug, or a prescription drug in violation of the prescribed dosages.

d) The unauthorized use or distribution of prescription drugs on City premises, in City vehicles or
while on duty at any time.

2.4.4

Employees using medically prescribed or over the counter drugs which might impair their fitness for
duty must notify their department director prior to beginning work. At the option of the department
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director, an employee may be reassigned to less hazardous duty or be placed on sick leave if impaired
work performance might pose a threat to the public confidence or to the safety of the employee or
others

2.4.5.

Violation of this policy can result in disciplinary action, including termination.

2.5 WORKPLACE VIOLENCE

2.5.1

The City is committed to providing a safe workplace for its employees, guests, and the public.
Threatened or actual workplace violence is strictly prohibited. This includes, but is not limited to, any
of the following conduct occurring in or around the workplace, or otherwise related to employment:

a) Threatening injury or damage against a person or property.
b) Fighting or threatening to fight with another person.

¢) Threatening to use a weapon (an instrument or device of any kind, such as a firearm or knives,) to
inflict bodily harm or injury, or to establish fear simply due to its presence on the scene unless the
weapon is required to fulfill the employee’s job duties, such as those of a police officer. d) Abusing
or injuring another person.

e) Abusing or damaging property.

f) Using obscene or abusive language or gestures in a threatening manner.

2) Raising voices in a threatening manner.

Due to the potential for misunderstanding, joking about any of the above misconduct is also

prohibited.

Any employee who violates this policy will be subject to corrective or disciplinary action, up to and
including termination.

2.5.2

Employees should immediately report threats or incidents of workplace violence to their supervisor,
department director, City Administrator or Mayor. If the act or altercation constitutes an emergency,
call 911. The Police Department should be notified immediately in case of a threat of or the actual
commission of a crime. In the event of imminent danger to persons or property, employees should
take immediate action to safeguard themselves. At no time should employees place themselves in
harm’s way to protect vehicles or property.

Even without an actual threat of violence, employees should report any behavior they have witnessed
which they may regard as a real or perceived threat of violence. Incident reports are to be completed,
as appropriate.
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2.5.3

Department directors and, in the case of criminal actions, City law enforcement are responsible for
responding to and investigating potential or violent situations. Employees detecting situations where
they believe an employee represents a workplace violence concern should contact their supervisor,
department director, City Administrator or Human Resources Director prior to addressing a potential
workplace violence situation. The specific circumstances applicable to the situation will determine the
intervention and disciplinary approach to be taken.

If an employee’s performance, conduct or behavior raises a serious concern about the safety of others,
the City may require a Fit-for-Duty assessment in addition to any corrective and/or disciplinary action
taken. The Fit-for-Duty assessment is to evaluate the employee’s ability to safely be on the job.

2.54

While the City has a strong commitment to customer service, employees are not expected to be
subjected to verbal abuse or physical threats from the public. Rather, the employee should excuse
him/herself and report the situation to a supetrvisor who will handle the situation from that point.
Supetvisors will discuss the situation with the appropriate department director and/or the City police.

2.5.5

If an employee has filed or has been served a protection or no contact order which would restrict
his/her ability to perform his/her assigned duties or be at a City work location, the employee shall
report the matter to his/her supetvisor, department director, Human Resources Manager and the City
Administrator. The City will consider possible job modifications and the overall safety interests of the
general workforce and the public when determining an appropriate course of action.

2.5.6

With the exception of commissioned law enforcement personnel, City employees are prohibited from
carrying dangerous weapons onto City property or in City vehicles. For the purposes of this policy,
“dangerous weapons” includes firearms and other dangerous weapons as indicated in RCW 9.41.250.

2.6 WORKPLACE PRIVACY/SEARCHES

2.6.1

The City cannot assume responsibility for any theft or damage to the personal belongings of City
employees. Therefore, the City requests that employees avoid bringing valuable personal articles to
work. Employees are solely responsible for ensuring that their personal belongings are secure while at
work. Employees should have no expectation of privacy as to any items or information brought to the
workplace or generated/stored on City systems. Employees ate advised that wotk-related searches of
an employee’s work area, workspace, computer and electronic mail on the City’s property may be
conducted without advance notice. Employees who do not consent to inspections may be subject to
discipline, up to and including immediate termination.
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2.7 PERSONNEL RECORDS

2.71

The Human Resources Director or designee shall maintain a personnel record for each employee.
Such record shall show the employee's name, title of position held, the department to which assigned,
salary, change in employment status, training received, and such other information as may be
considered pertinent. Each department director shall be responsible for forwarding documents for
inclusion in personnel files of employees assigned to their department.

2.7.2

Employee records shall be considered confidential and shall be accessible only to the employee, and
such other officials who have a need to know the information involved, and as may be authorized by
the Human Resources Director or designee. Portions of personnel records on an employee, such as
records of disciplinary sanctions, may be subject to disclosure under State public record requirements.
The City will attempt to preserve the confidentiality of personnel files to the extent permitted by State
law. Except for routine verifications of employment, no information from an employee's personnel
file will be released to the public, including the press, without a written request for specific information
or authorization from the employee.

2.7.3

An employee may request removal of irrelevant or erroneous information in the employee's personnel
file. If employee's request to remove the information is denied, the employee may file a written rebuttal
statement to be placed in the employee's file.

2.74

It is the obligation of a former or current employee to provide his/her current address with the
department, Finance Department and City's Human Resources office.

2.8 WHISTLEBLOWER POLICY AND PROCEDURES

2.8.1
Policy
In accordance with RCW 42.41, the City (1) encourages reporting by its employees of improper
governmental action taken by City of Issaquah officials or employees and (2) protects City
employees who report improper governmental actions in accordance with the City's policies and
procedures.

Definitions of Improper Governmental Action

“Improper governmental action” means any action by a City officer or employee:
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1. That is undertaken in the performance of the officet's or employee's official duties,
whether or not the action is within the scope of the employee's performance; and

2. That is in (a) violation of any Federal, state, or local law or rule; (b) an abuse of authority;
(c) of substantial and specific danger to the public health or safety; or (d) a gross waste of
public funds.

“Improper governmental action” does not include personnel actions, including employee
grievances, complaints, appointments, promotions, transfers, assignments, reassignments,
reinstatements, restorations, re-employments, performance evaluations, reductions in pay,
dismissals, suspensions, demotions, violations of Civil Service rules, alleged violations of labor
agreements or reprimands.

Reporting Procedures

1. City employees who become aware of improper governmental actions shall make a written
report to their supervisor or department director. The written report shall state in detail the
basis for the employee’s belief that an improper governmental action has occurred. If the
employee reasonably believes that the improper governmental action involves his or her
supervisor, the employee shall make the written report to the department director. If the
employee reasonably believes that the improper governmental action involves the
department director, the employee shall make the written report directly to the City
Administrator.

2. In the case of an emergency, where the employee believes in good faith that damage to
persons or property may result if action is not taken immediately, the employee may report
the improper governmental action directly to the appropriate government agency with
responsibility for investigating the improper action.

3. The supervisor, department director, or the City Administrator, as the case may be, shall take
prompt action to assist the City in properly investigating the report of improper
governmental action. City officers and employees involved in the investigation shall keep the
identity of reporting employees confidential to the extent possible under law, unless the
employee authorizes the disclosure of his or her identity in writing. After the investigation
has been completed, the employee reporting the alleged improper government action shall
be provided a written summary of the results of the investigation, except that personnel
actions taken as a result of the investigation may be kept confidential to the extent allowable
by law.

4. After receiving a summary of the results of the investigation, if the employee reasonably
believes that (a) an adequate investigation was not undertaken by the City, (b) insufficient
action has been taken by the City to address the improper governmental action, or (c) for
other reasons the improper governmental action is likely to reoccur, then the City employee
may report information about the improper government action directly to the appropriate
governmental agency with responsibility for investigating the improper action. A list of
governmental agencies to which the employee may wish to report is provided below.

5. A City employee who fails to make a good faith attempt to follow these procedures in
reporting improper governmental action shall not receive the protections provided by the
City in these procedures.

List of Agencies
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Following is a partial list of government agencies responsible for investigating and/or enforcing
Federal, Washington State, and local laws pertaining to various forms of improper governmental
action.

King County Prosecuting Attorney
King County Court House

516 Third Avenue, Room W554
Seattle, WA 98104-2362

Main Office: 206-296-9000

Office of the Attorney General
1125 Washington Street SE
Olympia, WA 98504
360-753-6200

State Auditor's Office

Insurance Building

Capitol Campus P.O. Box 40021
302 Sid Snyder Avenue SW
Olympia WA 98504-0021
360-902-0370

866-902-3900

Washington State Department of Transportation
Washington Division Office

310 Maple Park Avenue SE

PO Box 47300

Olympia, WA 98504-7300

360-705-7000

Washington State Department of Labor and Industries
7273 Linderson Way SW

Tumwater, WA 98501-5414

PO Box 44000

Olympia, WA 98504-4000

360-902-5800

Washington State Department of Ecology
3190 160th Avenue SE

Bellevue, WA 98008

425-649-7000

Washington State Department of Health
111 Israel Road SE

Tumwater, WA 98501

360-236-4700

PO Box 47890

Olympia, WA 98504-7890
360-236-4030
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Protection Against Retaliatory Actions

1.

2.8.2

City officials and employees are prohibited from taking retaliatory action against a City
employee because he or she has in good faith reported an improper governmental action in
accordance with this policy.
Employees who believe they have been retaliated against for reporting an improper
governmental action are encouraged to follow the reporting procedures outlined above. The
City shall take appropriate action to investigate and address complaints of retaliation.
In order to obtain protection under state law, the employee must provide a written notice to
the City Administrator (or to the Mayor if the charge is against the City Administrator)
within thirty days after the occurrence of the alleged retaliatory action specifying:

a. the alleged retaliatory action, and the relief requested.
The City Administrator shall respond to the charge of retaliatory action and request for relief
within thirty days.
After either (a) the employee receives the response of the City Administrator, or (b) thirty
days have passed since the employee delivered the complaint of retaliation to the City
Administrator and the City Administrator has not responded, the employee may request a
hearing before a state administrative law judge to establish that a retaliatory action occurred
and to obtain appropriate relief. An employee seeking a hearing shall deliver the request for
hearing to the Mayor or City Administrator within the earlier of either fifteen (15) days after
the City Administrator delivers his or her response to the charge of retaliatory action, or
forty-five (45) days after the employee delivers the charge of retaliation to the City
Administrator.
Within five working days of receipt of the request for hearing, the City shall apply to the
state office of administrative hearings for an adjudicative proceeding before an
administrative law judge.

Employees working on Federal contracts, subcontracts and grants are afforded rights and remedies
by the Enhancement of Contractor Employee Whistleblower Protections program, 41 U.S.C. 4712.

These Federal whistleblower protections prohibit Federal contractors, subcontractors, grantees,
subgrantees, or personal services contractors from retaliating against an employee who discloses
information that the employee reasonably believes is evidence of:

Gross mismanagement of a Federal contract or grant;

A gross waste of Federal funds;

An abuse of authority relating to a Federal contract or grant;
Substantial and specific danger to public health or safety; or

A violation of law, rule, or regulation related to a Federal contract (including the competition
for or negotiation of a contract) or grant;

to any of the persons or entities listed below:

A member of Congress or a representative of a committee of Congress;
An Inspector General;
The Government Accountability Office;

A Federal employee responsible for contract or grant oversight or management at the
relevant agency;
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e An authorized official of the Department of Justice or other law enforcement agency;
e A court or grand jury;

e A management official or other employee of the contractor, subcontractor, or grantee who
has the responsibility to investigate, discover, or address misconduct.

A person who believes they have been subjected to reprisal for a protected action may submit a
complaint to the Office of the Inspector General (OIG) of the Federal agency that issued the grant
or contract. Complaints must be filed no more than three years after the date on which the alleged
reprisal took place. Procedures for submitting fraud, waste, abuse, and whistleblower complaints are
generally accessible on the agency Office of the Inspector General Hotline or Whistleblower internet
sites. A reporting tool to identify and link directly to the OIG with jurisdiction over the complaint is
available at Oversight.gov.

Section 3 — Employment Practices

3.1 HIRING REGULAR EMPLOYEES

3.11

The City seeks to hire a fully qualified candidate for each position. It is the responsibility of the Human
Resources Director to oversee the selection process designed to meet current and projected
employment needs. Hiring recommendations are made by the department director which are
confirmed by the City Administrator except for positions that are appointed by the Mayor and
approved by the City Council. At the discretion of the City Administrator and Mayor, departmental
deputy position or equivalent may be filled on a non-competitive basis.

3.1.2

The City is committed to equal employment. Recruiting practices are conducted solely on the basis of
ability, qualifications, and competence. These qualities shall be determined through impartial
evaluation of the following:

a) The applicant's level of training, education, and fitness relative to the requirements of the position
for which applied;

b) The results of an oral interview; and

¢) The results of written examination when deemed advisable by the hiring department and in
concurrence with the Human Resources Director or designee.
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3.2 HIRING NON-REGULAR AND SEASONAL EMPLOYEES

3.21

The department director is responsible for selecting and hiring of nonregular employees for positions
that are filled on a seasonal, temporary or limited term basis.

3.2.1.1 A non-regular employee is defined as an employee who works equal to or less than 16 hours
per week in the designated work week as defined by the Fair Labor Standards Act (FLSA) or in a
position filled on a temporary or limited-term basis. Part time non-regular employees may work a fixed
ot fluctuating schedule but may not exceed 70 hours per month for 5 consecutive months in a 2
year period without Human Resources Director approval.

3.2.1.2 A seasonal employee is defined as an employee that is hired or re-hired into a position for
which the customary annual employment is six months or less in the same position beginning in the
same season of each calendar year. Seasonal employees are subject to a mandatory annual break in
service of six (6) continuous months prior to being hired or re-hired into a seasonal position. Seasonal
employees may work 40 hours or more per week.

3.2.2

Department directors or designee are responsible for ensuring the non-regular employee or seasonal
employee has completed all personnel paperwork, such as W-4, 1-9 forms, and direct deposit forms.
The hiring department is responsible for obtaining a driver’s abstract if the position requires operating
a City vehicle. Such employees are entitled to industrial insurance and sick and safe leave but shall not
receive other benefits provided to regular employees.

3.2.3

The hiring department subject to Human Resources approval will prepare the hire letter for the
employee.

3.24

Salaries will be funded within budget constraints. Temporary hires to fill a vacant position may only
be hired within the department’s budgeted funds or with written authorization from the City
Administrator for additional salary funds.

3.2.5

It may be necessary from time to time to overfill a position in excess of the number of staff approved
within budget authority in order to maintain staffing levels on assumed permanent vacancies of
existing positions. In recognition of the importance of maintaining certain levels of service for the
public, the City Administrator or Mayor may authorize an over-hire when knowledge of a pending
retitement/separation of service and the necessity to hire and train a replacement employee priot to
the departure of the existing employee exists.
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Approval of an over-hire position is conditioned on the availability of adequate budget and does not
cause a budget overrun. If the over-hire creates a budget overrun, a budget amendment may be
necessary.

Hiring Managers shall submit a request for over-hire using the electronic requisition process identified
in 3.3 Recruitment Process below.

3.3 RECRUITMENT PROCESS

3.3.1

Department directors and managers who seek to fill a job vacancy shall complete an electronic
requisition form and forward to the Human Resources Director. Prior to recruitment for the vacancy,
the request must be approved by the Human Resources Director or designee, the Finance Director or
designee, and the City Administrator.

The department director or designee, in consultation with the Human Resources Director or designee
will establish procedures and selection criterion for selecting the most qualified candidates from a pool
of internal or external applicants for a vacant position. Selection criterion will be designed to measure
each applicant’s qualifications, experience and ability to perform the duties and responsibilities for the
vacant position as described by the job description requirements. Positions covered by Civil Service
will be subject to current Civil Service Rules and Regulations.

The department director or designee is responsible for pre-screening applicants based upon the
selection criteria. The department director or designee will forward those applicants selected for an
interview to the Human Resources Department so that interviews may be scheduled.

3.3.2

Recruitment announcements shall be publicized for any necessary period on websites and such other
means as both the department director and Human Resources Director or designee agree as
appropriate. Announcements shall specify the title, rate of pay, duties to be performed and
qualifications for the job and other pertinent information related to the available position.

3.3.3

To facilitate staffing needs for the City (except for the Police) Human Resources or the hiring
department may identify qualified candidates interested in City employment and establish an eligible
list from previous recruitments according to the following guidelines:

a) The position for which the list of eligible candidates is established is vacant and approved for
restaffing within six (6) months from the date of filling the position which the eligible candidates
previously applied.
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b) The list of eligible candidates shall reflect only those applicants found to be qualified and
acceptable for employment during a previous selection process.

3.3.4

Pre-employment examinations may be administered to test the qualifications and ability of applicants,
as determined necessary. The City may contract with any competent agency or individual to prepare
and/or administer examinations.

3.3.5

After an offer of employment has been made, the City may require persons selected for employment
to successfully pass a medical examination, which may include a drug screen, and a psychological
examination. The purpose of the examination is to determine if the individual is able to perform the
job and to ensure his condition will not endanger the health, safety, or well-being of other employees
or the public. At no time shall such examinations be scheduled prior to a conditional employment
offer; however, the offer of employment may be conditioned on the results of the examination. In
cases where a physical and/or psychological examination is required, the City shall pay the cost. Both
examinations are required for police employees under the LEOFF Retirement System (RCW
41.26.045).

3.3.6

A candidate may be disqualified from further consideration and the conditional offer withdrawn if:

a) FPound physically or psychologically unable to perform the duties of the position (and the
individual's condition cannot reasonably be accommodated in the wotkplace);

b) The candidate refuses to submit to an examination or to complete medical history forms or
otherwise refuses to cooperate; or

¢) If the exam reveals abuses of alcohol and/or use of controlled substances.

3.3.7

After the conditional employment offer is made, reference checks, criminal background checks and
verification of United States citizenship status will be completed by the Human Resources Department
with the exception of the Police Department which shall conduct its own background checks.

3.3.8

If the background, medical, or any subsequent investigation discloses misrepresentation or
unfavorable information, the conditional offer will be withdrawn or the employee will be terminated.
In addition, if disabilities are disclosed that cannot be reasonably accommodated, the conditional offer
will be withdrawn or the employee will be terminated.
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3.3.9

Residency within the City shall not be a condition of initial appointment or continued employment;
provided, however, that an employee's selection of residence shall not interfere with the daily
performance of his duties and responsibilities (RCW 41.08.075 and 41.12.075).

3.3.10

Applicants for positions in which the applicant is expected to operate a motor vehicle must be at least
18 years old and will be required to present a valid Washington State driver's license and a driving
record free from frequent and serious violations with any necessary endorsements. Official driving
records shall be obtained at the employee's expense and provided by applicants at the time of
application. Applicants with poor driving records, as determined by the City, may be disqualified for
employment with the City in positions requiring driving.

3.4 APPLICATION FOR EMPLOYMENT

3.41

Application for employment shall be made in a manner prescribed by the City Administrator or
Human Resources Director. Application forms shall require information on specific job experience
and training and shall contain questions designed to obtain job-related information. Applications must
be fully completed and submitted electronically by the applicant being considered for any position.
Resumes may supplement, but not replace, the City's official application form.

3.4.2

If an applicant is employed and it is found that the employee provided false or misleading information,
the employee is subject to immediate termination.

3.5 TEMPORARY APPOINTMENTS

3.5.1

Appointments to City employment on other than an acting or regular basis shall be considered
temporary. Such temporary appointments shall be allowed only as follows:

a) As substitution for a regular appointee who is absent from a position;
b) When itis impossible to make a regular appointment to the position due to recruitment difficulties;
¢) Where budget appropriations provide only for temporary or seasonal employment; and/or

d) During a state of disaster or emergency.
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3.5.2

Temporary appointees are at-will positions that may be terminated without cause and without right
of appeal by the department director. No temporary appointment shall exceed one year in duration.

3.6 PROBATIONARY PERIOD - CIVIL SERVICE AND REPRESENTED POSITIONS

3.6.1

The probationary period is part of the selection process. The standard probationary period for newly
hired and promoted employees to a Civil Service position or a position represented by a bargaining
unit shall be 12 months. During the probationary period the employee serves as an at-will employee
and may be terminated without cause and without right of appeal. The probationary period may be
extended for up to six (6) additional months by the department director with approval of the City
Administrator. In exceptional cases, the probationary period may be successfully completed after six
(6) or more months by the department director with approval of the City Administrator. The City
Administrator will notify the Human Resources Director in writing of the extension or shortening of
the probationary employee’s status.

3.6.2

No probationary employee shall become a regular employee without first having been certified to
regular employment status. Upon the completion of a probationary period the department director
shall prepare a written recommendation which shall be submitted to the City Administrator for final
approval which shall be forwarded to the Human Resources Director and retained in the employee’s
personnel file.

3.6.3

Successful completion of the probationary period does not guarantee continued employment or
otherwise limit the City’s ability to discipline or terminate the employee.

3.6.4

The department director, with the approval of the City Administrator, in each particular case may
determine that the probationary employee is eligible for a salary adjustment based on probation period
performance. The guidelines shall be established at the time of hire if the probationer is to be eligible.
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3.7 NEPOTISM

3.71

There are certain situations where the City may restrict or prohibit the employment of spouses,
registered domestic partners, and other persons with whom the employee has a familial relationship.
The following are examples of such situations:

a) When one person would have the authority or practical power to supervise either directly or
indirectly, appoint, remove, or discipline the other.

b) When one person would be responsible for auditing the work of the other.

¢) When other circumstances exist which place the people in a situation of actual or reasonably
foreseeable conflict between the City’s interests and their own.

Where, in order to avoid the reality or appearance of improper influence or favor, or to protect its
confidentiality, the City must limit the employment of close relatives or policy-level officers of the
City’s customers, regulatory agencies or others with whom the City deals.

3.7.2

When a situation described in Swubsection 3.7.1 arises due to marriage, the creation of a registered
domestic partnership, a change in living arrangements or a familial relationship, the City may transfer
one of the employees to another department or demote or terminate one of the employees. The
employee to be transferred, demoted or terminated shall be chosen by the individuals involved. If the
individuals fail or refuse to choose between them within a reasonable time, the City may transfer,
demote or terminate one of the employees based on its decision whose skills, qualifications, and
performance are most essential to the City.

3.7.3

For the purpose of this section, the following definitions shall apply:

a) Familial relationship includes any relationship wherein two (2) people reside together as if they
were married or are registered domestic partners.

b) Policy level means a department director or an elected official of the City or of any agency or
organization with whom the City deals.

3.8 RESIGNATION

An employee wishing to leave the City service in good standing shall provide his director with a
resignation letter which shall include the employee’s last day of employment. Failure to provide a
minimum of two (2) weeks’ notice may render the employee ineligible for rehire. The department
director shall forward to Human Resources a copy of the resignation letter.
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If an employee who has previously resigned is hired back by the City within 90 days of leaving
employment, benefits, accruals and seniority will commence at the accrual rate the employee was
receiving prior to leaving employment. If an employee returns to employment and is hired back after
90 days of leaving employment, accrual rates will be set as a newly hired employee unless the Mayor
authorizes a different accrual rate. Requests to the Mayor must be submitted within the first thirty
days of re-employment.

3.9 EXIT INTERVIEW

An exit interview may be conducted by the Mayor or City Administrator. At the direction of the Mayor
or City Administrator, the Human Resources Department may conduct an exit interview with
employees leaving City employment if information can be gained which will improve or enhance
present operating procedures.

3.10 RE-EMPLOYMENT

3.10.1

A list of the names of eligible former employees who were laid off or demoted in lieu of layoff shall
be maintained for each job class (See Subsection 3.12.3). When a re-employment or return to work right
is granted under the provisions of these rules, the City shall provide written notice to the last known
mailing address of the employee. If the employee fails to respond to the Human Resources office
within 10 working days from the date of mailing of the notice, the re-employment right shall lapse.
Consideration for re-employment of employees shall be in order of date of layoff. Employees re-
employed in this process may be required to submit to medical examinations as provided in these
guidelines if deemed necessary by the Mayor. This list will be good for one (1) year from the date of
the layoff. It is the responsibility of the former employee to provide the City with a current mailing
address during the one-year period from the date of the layoff.

Upon re-employment under Sectzon 3.10 benefits shall be re-instated as follows:

a) Probationary Period — will be waived if previously completed. If not previously completed, the
employee must complete remaining probationary time.

b) Vacation leave accruals — prior accrual rates reinstated.

¢) Sick Leave — balance not cashed out reinstated.

3.11 REINSTATEMENT

Employees who have been demoted, suspended, or dismissed may be reinstated to their former
position upon successful appeal. In such event, the employee shall be entitled to full compensation
for all lost time, less any amounts actually earned or could have been earned with reasonable effort,
and with full restoration of all other rights and conditions of employment.
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3.12 LAYOFF

3.121

The Mayor may lay off regular employees for lack of work, budgetary restrictions, organizational
changes or as determined to be necessary by the Mayor. The employee is to be given 10 working days’
notice except in extreme situations before such layoff is to take effect.

3.12.2

In determining who in any classification is to be laid off, consideration should be given first to
individual performance, conduct, and qualifications required for the work that must be done or per
the collective bargaining agreement.

3.12.3

If the employee being laid off possesses a good service record, the employee may request that the
employee's name be placed on a re-employment list according to the employee's job performance and
seniority. The list shall be maintained for one year.

3.13 PROMOTIONAL INCENTIVE

3.131

The Mayor, on a case by case basis and within his or her full discretion, may provide an additional
monetary consideration to an employee to accept a new position with greater authority and
responsibility. This additional consideration would be provided in a lump sum within the next pay
period following the start date of that new assignment. Further, the additional monetary
consideration shall be clearly articulated in the offer letter to the employee, which shall be signed by
the employee and the Mayor. The additional monetary consideration may be up to but shall not
exceed 10% of the employee’s new level of salaried compensation. This provision applies to all
exempt employees of the City of Issaquah. Receiving additional monetary consideration, as
described in this section, does not impact or lessen the probationary period outlined in Section 3.6
of the City of Issaquah Personnel Policies. Employees receiving additional monetary consideration
will be subject to the terms and conditions of probation in their new job assignment.

3.14 RELOCATION
3.14.1
A hiring department, in an effort to secure a highly desirable candidate. may find it appropriate to

offer reimbursement for moving expenses and/or relocation costs. A department desiring to make
such an offer should first obtain approval from the City Administrator. The amount of the
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relocation shall be determined by the City Administrator as funds are available in the adopted budget
and memorialized in the hire letter.

The newly hired individual must submit receipts for expense reimbursement through the Finance
Department. If the newly hired individual leaves employment before completing 3 years of service,
Employee agrees to return to the City a pro-rata share equivalent to the months of employment with
the City.

Period Employment Required Reimbursement
0-12 months 100%

12-18 months 75%

18-24 months 50%

24-36 months 25%

After 36 months 0%

Section 4 — Employee Conduct and Expectations

4.1 HOURS OF WORK

4.1.1

Due to the nature of their work, some divisions and departments will have different schedules. Those
schedules shall be in accordance with the Fair Labor Standards Act (FLSA) and applicable collective
bargaining agreements and shall be determined by the department director(s).

4.1.2

The office hours for the public are 9:00 A.M. to 5:00 P.M., Monday through Friday. Department
directors shall assure that service of each department is available during such hours. Departments may
change hours for the public subject to approval by the Mayor.

4.1.3

Where appropriate and when mutually agreed upon by an employee and his department director, a
flexible work week schedule may be established. Flex schedules are based around an established period
of work hours, excluding lunch and break periods. Examples of flex-time include but are not limited
to 4/10 hour days or a 9/80 schedule. Such schedules shall not alter the regularly-scheduled work
week requirements absent a provision of a collective bargaining contract or agreement between
authorized employee organizations or unions and the City.
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4.2 ATTENDANCE

4.21

Employees are expected, as a condition of employment, to be at work during their regularly scheduled
hours and workdays. Punctual and consistent attendance is essential elements of each job at the City.
Supervisors are expected to maintain an accurate attendance record of each employee.

4.2.2

Unless extenuating circumstances prevail, employees who are unable to report for work on time must
notify an appropriate supervisor as soon as they know they will be absent or tardy. If an employee is
scheduled to begin work before any other employee arrives, a message must be left for the supervisor,
reporting the reason for the absence or tardiness. If the absence continues beyond the first day, the
employee shall notify the supervisor on a daily basis. (See Section 7.3, Sick Leave)

4.2.3

Any unreported and/or unauthorized absence of an employee from work shall be deemed to be an
absence without pay. Employees may be disciplined, up to and including termination, for failing to
report to work without notice or with insufficient notice, for excessive absenteeism or tardiness, or
for other attendance and tardiness problems.

4.2.4

An unauthorized absence from work for three (3) consecutive scheduled work days shall be considered
a “voluntary resignation not in good standing," unless the employee can provide justification for the
absence that is acceptable to the department director and Mayor.

4.3 EMERGENCY CONDITIONS

4.3.1

Employees are expected to be at work even during inclement weather, and nonattendance will be
counted as absence from work. An employee who is absent without authorization or notifying their
supervisor may be subject to disciplinary action.

4.3.2

Should severe conditions (e.g., weather) occur which would require the Mayor to announce curtailment
of any City operation, or inhibit any City employee from reporting to work, or necessitate any
employee to leave work early, the employee will be given the following options, subject to department
director approval:

a) Leave without pay;
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b) Applying accrued vacation or compensatory time to receive pay;
c) Taking work home or to another work site;

d) Making up the time off in the subsequent work period with the understanding that such time may
exceed the FLSA provisions and be accrued at the overtime rate; or

e) Standing by to be available to work in another department.

4.3.3

It will be the responsibility of the employee to contact the employee's supervisor or department
director to indicate anticipated absence from work and the reason for such absence or lateness caused
by emergency conditions.

4.3.4

Sick leave cannot be used to offset absence from work for pay purposes for other than permitted
reasons as specified in Subsection 7.3.2.

These provisions do not apply to employees on scheduled time off or on sick leave status.

4.3.5

Under extreme circumstances, the Mayor may, in his/her discretion, waive attendance requirements
without applying the options listed in Swbsection 4.3.2 above.

4.3.6

Information regarding City Hall buildings not being opened for business will be provided to local radio
stations and will be available from the Police Department communications center to all department
directors for dissemination to their staff.

4.4 OUTSIDE EMPLOYMENT

4.4.1

Employees, including those on approved paid or unpaid leaves, shall not, directly or indirectly, engage
in any outside employment or financial interest which may conflict with the best interests of the City
ot interfere with the employee's ability to perform the assigned City job. Examples include, but are
not limited to, outside employment which:

a) Prevents the employee from being available for work beyond normal working hours, including
emergencies or peak work periods, when such availability is a regular part of the employee's job;

b) Is conducted during the employee's work hours;

c) Utilizes City telephones, computers, supplies, or any other resources, facilities or equipment;
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d) Is with a firm which has contracts with or does business with the City; or

e) May reasonably be perceived by members of the public as a conflict of interest or otherwise
discredits public service.

4.5 WORK BREAKS

4.5.1

It shall be the responsibility of supervisors to schedule and monitor use of meal periods and rest
periods. All breaks shall be arranged so they do not interfere with City business or service to the
public.

4.5.2

Employees are entitled to one paid 15-minute "work" break, or the equivalent, for each four (4) hours
of working time.

4.5.3

Employees shall be allowed a "meal period" of at least 30 minutes which commences no less than two
hours nor more than five hours from the beginning of the shift. The scheduling of meal periods may
vary depending on department workload, or mutual agreement of the employee and department
director. Meal periods are unpaid, and shall only be on the employer's time when the employee is
required by his supervisor to remain on duty on the premises or at a prescribed work site.

4.6 TRAVEL EXPENSES

When employees are required to travel on City business, reimbursement for expenses incurred shall
be determined by (Finance Department IAM Policy 301-04.)

4.7 PERSONAL APPEARANCE

Employees shall wear appropriate apparel for their job assignment as determined by their position and
department director. All employees shall be neat and clean in dress and personal appearance, and shall
avold extreme styles which would attract excessive attention or cause interference with their work or
the work of others. The Mayor may issue rules regarding what is considered necessary, required, or
appropriate attire for each department or for particular positions. Should uniforms be required for a
particular position, they will be provided at City expense.

Variations from the dress code may be allowed for sincerely held religious beliefs and practices.
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4.8 STANDARDS OF CONDUCT

4.8.1

All City employees are expected to represent the City to the public in a professional manner and shall
be courteous, efficient and helpful.

4.8.2

Since the proper working relationship between employees and the City depends on each employee's
ongoing job performance, professional conduct and behavior, the City has established certain
minimum standards of personal and professional conduct. Among the City's expectations are basic
tact and courtesy towards the public and fellow employees; adherence to City guidelines, procedures,
safety rules and safe work practices; compliance with directions from supervisors; preserving and
protecting the City's equipment, grounds, facilities and resources; and providing orderly and cost
efficient services to its citizens.

4.8.3

In the interest of the City and the public, it is desirable at all times, whether off-duty or on-duty, that
an employee's conduct reflect favorably on the employee, fellow employees, and the City. Off-duty
misconduct may result in discipline when it renders an employee less capable of performing assigned
duties and responsibilities, or when it reflects unfavorably upon the City or an employee's continuing
qualifications for employment.

4.9 CONFLICT OF INTEREST

4.9.1

Employees at all levels should avoid both real and perceived conflicts of interest in the exercise of
their City duties. If any employee knows of a situation in which the employee's actions on behalf of
the City might benefit the employee or any member of the employee's family, it is the employee's
responsibility to bring the potential conflict of interest to the attention of his department director.

4.9.2

City employees shall not sell or barter anything to the City or to a contractor supplying the City, or
make any contract with the City or purchase anything from the City other than those things which the
City offers generally to the public, such as but not limited to, utility services, and then only on the
same terms as are offered to the public, unless an invitation to submit sealed bids is published and the
City accepts the sealed bid which is most advantageous to the City. Any violation of this Section with
the express or implied knowledge of the person or corporation contracting with the City shall render
the contract able to be voided by the Mayor or the City Council.
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4.9.3

Employees shall not accept or seek for others, any service, information, or thing of value on more
favorable terms than those granted to the public generally, from any person, firm or corporation
having dealings with the City. Employees shall not accept, directly or indirectly, any gift, favor, loan,
retainer, entertainment or other thing of monetary value from any person, firm or corporation having
dealings with the City when such acceptance would conflict, or create the appearance of a conflict,
with the performance of the employee's duties.

4.9.4

A conflict or appearance of a conflict shall be deemed to exist where a reasonable and prudent person
would believe that such was given for the purpose of obtaining special consideration or to influence
the performance of an employee's official duties. If an employee is given or offered any gift, favor,
loan, retainer, entertainment or other thing of monetary value under circumstances which could
reasonably be construed to create a conflict of interest or the appearance of a conflict of interest, the
employee shall immediately report such activity to the employee's department director.

Violation of this policy will result in disciplinary action up to and including termination.

4.10 EMPLOYEE COMMUNICATIONS

4.10.1

Any time an employee has a question, problem, or complaint that does not involve a complaint of
discrimination, harassment, retaliation or improper governmental activity, the employee should do the
following:

a) Approach the matter in a solution-oriented manner, and develop suggestions for constructive
actions to address the matter.

b) Consult with the employee's immediate supervisor. Generally, the employee and supervisor will
be able to resolve the problem.

If the problem is not solved at the supervisor level, the employee may request a meeting with the
department director to discuss the problem.

If the employee receives no satisfaction at the department director level, the employee may request a
joint meeting with the department director and the City Administrator, and/or Mayor. The City
Administrator and/or Mayor will provide guidance and/or direction regarding resolution of the
concern.

If, for some reason, a noninvolved supervisor is approached by an employee to discuss a problem or
complaint, the supervisor will guide the discussion in a solution-oriented manner, and the employee
should be informed that the noninvolved supervisor may be obligated to take further action in order
to resolve the issue, e.g., discuss it as appropriate with the responsible department director, City
Administrator, Human Resoutces Director, or law enforcement officets.
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4.10.2

For City-wide issues, personal or sensitive matters, the employee may request a meeting with the
department director, City Administrator and/or Mayor and/or Human Resources Director or other
appropriate management staff, to resolve the problem. The department director, City Administrator
and/or Mayor and/or Human Resources Director will provide guidance and/or direction regarding
resolution of the concern.

4.10.3

Formal procedures are provided for those situations when the informal process is not appropriate.
(See Section 9.4, Grievances)

4.10.4

Employees who desire to make complaints involving discrimination, harassment, retaliation or
improper governmental activity must follow the complaint procedures addressed in the policies
governing those subject areas.

4.11 SELLING AND SOLICITATION

4.11.1

Employees may not solicit for any purpose other than City-related business during working time.
Working time includes both the soliciting and solicited employees' working time. Reasonable forms
of passive solicitation, such as posting order forms for the sale of Gitl Scout cookies, between
employees will be permitted during nonworking time such as before or after work, or during
authorized meal or work break periods. Employees may not distribute literature for any purpose other
than City-related business during working time or at any time in work areas.

4.11.2

Individuals not employed by the City may not at any time solicit, petition or distribute literature in the
nonpublic working areas of City offices or other buildings, except for bona fide City purposes and
with the prior authorization of the City Administrator.

4.12 HEALTH AND FITNESS

Each employee is expected to maintain physical and mental health fitness necessary to effectively
perform the duties of the assigned position. When the health or mental health of an employee becomes
a hazard to persons or property, or prevents the employee from effectively performing the duties of
assigned work, the employee may be required by the department director, subject to City
Administrator approval, to undergo a health or mental health examination. When so required, the
employee will be paid for time required for the examination and for the cost of the examination itself,
to the extent it is not paid for by the employee’s health insurance.
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Correction or treatment of conditions diagnosed during this examination will be the responsibility of
the employee.

If an employee's physical or mental health condition causes the employee to be incapable of
performing the work of the current position, the employee and department director will explore ways
to provide reasonable accommodation. If no reasonable accommodation can be made, the employee
may be terminated.

4.13 POLITICAL ACTIVITY

4131

The rules governing political activities of employees are set forth in RCW 41.06.250 and RCW
42.17.130.

4.13.2

City employees may participate in political or partisan activities of their choosing provided that City
resources and property are not utilized, and the activity does not adversely affect the responsibilities
of the employees in their positions. Employees may not campaign on City time or in a City uniform
or while representing the City in any way. Employees may not allow others to use City facilities or
funds for support of political activities, other than the rental and/or use of facilities normally made
available to the public on an equal basis.

4.13.3

Any City employee who meets with or may be observed by the public or otherwise represents the City
to the public, while performing regular duties may not wear or display any button, badge or sticker
relevant to any candidate or ballot issue during working hours. Employees shall not solicit, on City
property or on City time, for a contribution for a partisan political cause.

4.13.4

Except as noted in this policy and other policies and laws that lawfully restrict employee speech, City
employees are free to express themselves fully as allowed by the First Amendment.

4.13.5

An employee shall not hold a part-time public office in the City when the holding of such office is
incompatible with, or substantially interferes with, the discharge of official duties.
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4.13.6

For persons employed in a City employment position which is financed in total or primarily by Federal
grant-in-aid funds, political activity will be regulated by the rules and regulations of the United States
Civil Service Commission.

4.14 SMOKE-FREE FACILITIES AND VEHICLES

Under RCW 70.160.020 and 70.160.030, no person may smoke in a public place or any place of
employment. This includes all city vehicles. Employees shall comply with all applicable state laws.

Complaints of violation of the policy shall be directed to the supervisor or department director
responsible for the particular work area or facility. If the violator refuses to comply with the provisions
of this policy and the provisions of the Washington Clean Indoor Air Act, the complaint should be
referred to the Police Department for enforcement pursuant to RCW 70.160.070.

4.15 SUBSTANCE ABUSE

4.15.1

The City’s philosophy on substance abuse has two focuses: (1) a concern for the well-being of the
employee and (2) a concern for the safety of other employees and members of the public.

As part of our employee assistance program, we encourage employees who are concerned about their
alcohol or drug use to seek counseling, treatment, and rehabilitation. The City provides an Employee
Assistance Program (EAP) which may be used in these cases. Although the decision to seek diagnosis
and accept treatment is completely voluntary, the City is fully committed to helping employees who
voluntarily come forward to overcome substance abuse problems. In some cases, the expense of
treatment may be fully or partially covered by the City’s benefit program. In recognition of the sensitive
nature of these matters, all discussions will be kept confidential to the greatest extent possible,
consistent with the law.

4.15.2

Although the City is concerned with rehabilitation, it must be understood that disciplinary action may
be taken when an employee’s job performance is impaired because he/she is under the influence of
drugs or alcohol on the job. The City may discipline or terminate an employee possessing, consuming,
selling or using alcohol or controlled substances or prescription drugs during work hours, including
lunch and breaks. The City may also discipline or terminate an employee who reports for duty or
works under the influence of alcohol or controlled substances. Employees may not report for work
when their performance is impaired by the use of prescribed or over-the-counter medications.
Use/consumption of alcohol is not permitted during regular work hours, while on City business, or
while using City vehicles. The City reserves the right to search employee work areas, offices, desks,
filing cabinets etc. to ensure compliance with this policy. Employees shall have no expectation of
privacy in such areas.
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4.15.3

An employee may be required to submit to alcohol or controlled substance testing when the
employee’s work performance causes a reasonable suspicion that the employee is impaired due to
current intoxication, drug or of controlled substance use or in cases where employment has been
conditions upon remaining alcohol, drug or controlled substance free following treatment. Refusal to
submit to testing, when requested, may result in immediate disciplinary action, including termination.

4.15.4

Employees who voluntarily report an alcohol, drug or controlled substance dependency problem, prior
to experiencing any work-related performance or conduct problems, will not be subject to retaliation
or discrimination. Employees who voluntarily seek treatment may use accrued sick leave, vacation
leave, or compensatory time to attend a bona fide treatment or counseling program. Information on
treatment and rehabilitation resources may be obtained from Human Resources staff. All such
contacts shall be confidential. The City may condition continued employment on the employee's
successful completion of treatment or counseling programs and future avoidance of alcohol, drugs or
other controlled substances.

4.16 USE OF CITY VEHICLES AND EQUIPMENT

Use of City phones for local personal phone calls is allowed only on breaks or due to an emergency.
City vehicles, bicycles, or electric bicycles are to be used by employees for City business only unless
additional personal use is authorized in writing, or in the event of an emergency. Use of City
equipment, outside normal City business use, is not allowed except as approved by the appropriate
department director for the benefit of the City or community. Misuse of City services, telephones,
vehicles, equipment, or supplies can result in disciplinary action including termination.

4.17 DRIVER’S LICENSE REQUIREMENTS

As part of the requirements for certain specific City positions, an employee may be required to hold a
valid Washington State driver's license. If an employee's license is revoked, suspended or lost, or is in
any other way not current, valid and in the employee's possession, the employee shall promptly notify
his department director and will be immediately suspended from driving duties. The employee may
not resume driving until proof of a valid, current license is provided to the employee's department
director.

Depending on the duration of license suspension, revocation or other inability to drive, an employee
may be subject to disciplinary action, including termination.

4171

Employees may use City-owned electric bicycles and standard bicycles under certain conditions:

a) All necessary trainings and the bicycle use agreement form must be completed;
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b) A bicycle helmet must be used when operating any bicycle;

¢) State and local rules of the road must be followed at all times;

d) When not in use, bicycle and related equipment must be stored inside a locked City building
or any other designated storage location approved by the designated department.

Failure to comply with these conditions may result in suspension of bicycle use privileges.

4.18 VOLUNTEERING OF EMPLOYEES

4.18.1

The Fair Labor Standards Act (FLSA) provides that City employees may volunteer hours of service to
the City provided such services are not the same type of service which the individual is employed to
perform for the City.

4.18.2

Those municipal activities governed by the Joint Protection Plan of the Washington Cities Insurance
Authority include the actions of volunteers and community service workers. The City also pays a
premium to the State Industrial Insurance program for the cost of medical aid for any unpaid volunteer
and/or community service worker who is injured while performing unpaid service for the City.

4.18.3

When accepting the services of a volunteer or a community service worker, the department director is
responsible for maintaining the name, address, social security number, emergency contact, outline of
assigned duties and a log of hours each performs for the City.

4.18.4

The premium paid by the City to the State Industrial Insurance program for medical aid coverage for
volunteers and that paid for community service workers is based on the number of hours of service
performed. Each department director is responsible for submitting the required periodic reports to
the Finance Department showing the number of hours of active service performed by unpaid
volunteers and community service workers separately. Documentation for each report must be
maintained for three (3) years in the Department's files.

4.18.5

No community service worker shall be assigned any duty which will require driving a City automobile
or truck. Assignment of high risk activity to volunteers and/or community service workers is
discouraged.
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4.18.6

No volunteer or community service worker shall operate an emergency vehicle during emergency
operations.

4.18.7

Any volunteer assigned duties which include driving a City vehicle must have a valid Washington State
Driver’s License. City policy discourages the practice of volunteers using their own vehicles while
performing service for the City. However, in those instances when volunteers do use their own
automobiles, it is the responsibility of the department director to:

a) Assure each volunteer has a valid Washington State Driver’s License;
b) Assure each volunteet's automobile is insured for liability; and

¢) Inform each volunteer that the City will not be responsible for collision and/or comprehensive
loss.

4.19 SAFETY

4.19.1

It is the City's policy to prevent accidents, and to provide employees safe and healthful working
conditions free from recognized hazards. It is the responsibility of all employees to support the City's
efforts to provide a safe and healthful environment for the employees and the public they serve.

Therefore, it shall be the responsibility of every employee to observe the safety precautions and
regulations identified for each job situation at all times. Failure to comply with such responsibilities
shall be grounds for disciplinary action, including but not limited to discharge.

4.19.2

A Safety Committee made up of representative employees from each department will assist in the
development of departmental safety programs, coordination of interdepartmental safety practices and
maintenance of a loss control and safety program. The Committee's responsibilities and procedutes
for the Safety Program are detailed in the Issaquah Administrative Manual 1AM 70202).

4.19.3

Every employee is responsible for maintaining a safe work environment. Each employee shall
promptly report all unsafe or potentially hazardous conditions to the appropriate department director
or Facilities Maintenance. The City will make every effort to remedy problems as quickly as possible.
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4.19.4

In case of an accident involving a personal injury, employees shall notify their supervisor within 24
hours of from the time of the injury. The employee and supervisor shall complete and forward the
“employee injury” forms which shall be submitted to their department director and Human
Resources within 48 hours from the date of the accident. In the event of a severe injury, the department
director or designee shall notify the City Administrator or Deputy City Administrator and Human
Resources as soon as possible.

4.19.5

As required by Washington law, anyone operating or riding in a City vehicle must wear a seat belt at
all times.

Section 5 — Classification Plan

5.1 CREATION AND MAINTENANCE OF CLASSIFICATIONS

The Human Resources Director shall be responsible for the preparation and continued maintenance
of a classification plan so that it will describe on a current basis the duties of each position and the
class to which each such position is allocated. Regular positions will be included in the same class if:

a) They are so similar in respect to duties and responsibilities that the same descriptive title may be
used.

b) Substantially the same requirements as to education, experience, knowledge, and ability are
demanded of applicants.

¢) Substantially the same tests of fitness may be used in choosing qualified appointees.

d) The same schedule of compensation can be made to apply with equity.

The Human Resources Director shall maintain the classification system and the central personnel
record keeping system.

5.2 REALLOCATION OR RECLASSIFICATION OF POSITIONS

5.2.1

Revision of class specifications and reallocations within the classification plan shall be made as often
as is necessary due to changing service demands, and to provide current information on positions and
classes. It shall be the duty of the Human Resources Director or designated representative, in
consultation with department directors, to examine the nature of all positions and assure their
allocation to existing or newly created classes, to accomplish changes in the classification plan as are
made necessary by changes in the duties and responsibilities of existing positions, and to assure
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periodic review of the entire classification plan and recommend appropriate changes in the allocations
or in the classification plan. Creation of a classification plan, reclassification of existing positions, or
alteration or omission of existing classifications shall be subject to the approval of the Mayor and City
Council.

5.2.2

Nothing contained in these Guidelines, the Salary Administration Manual, or the City's past practices
shall prevent the City from reducing its workforce, laying off, promoting, demoting, reclassifying, or
removing employees, modifying the pay plan or fringe benefits, or otherwise managing and directing
the operation of the City government and its workforce as deemed necessary and appropriate.

5.2.3

When a new position is requested by a department director or the duties of an old position are changed,
the department director shall submit to the Human Resources Director or designee a written
description of the duties of the position. After review of the position, the Human Resources Director
shall forward any recommended changes or amendment of the class specification and allocation or
reallocation of the position to a class for approval to the City Administrator. If a new position is
created, approval shall be secured from the Mayor and City Council.

5.2.4

A regular fulltime employee, or the employee's designated representative, who considers his position
improperly classified shall first submit a request in writing for reclassification of his position to his
department director who shall review the request and transmit it with written recommendations to the
City Administrator. If approved, the request will be forwarded to the Human Resources Director. If
the department director or City Administrator finds the request is not justified, shall so advise the
employee of such decision and also advise the employee of the right to appeal under the grievance
procedures.

Section 6 — Pay Plan and Compensation

6.1 PREPARATION OF PAY PLAN

6.1.1

The Human Resources Director shall prepare and keep current a compensation plan to consist of a
series of salary ranges. In preparing such a plan, salary ranges shall be designated for each class of
positions and by such continued designation, the compensation plan and the classification plan shall
be directly connected to each other. The salary range for a class will be determined with due regard to
the ranges of other classes, the ability of eligible applicants, and prevailing rates of pay for similar
positions offered by other employers.
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The Human Resources Director shall, from time to time, have comparative studies made of all factors
affecting the level of salary range and recommend such changes in the salary range as appear to be
justified. Such adjustments shall be made by increasing or decreasing the salary range, the appropriate
number of ranges as provided in the basic salary schedule, and the rate of pay for each employee
affected shall be adjusted in conformance with the adjustment of the approved salary for that class.

6.1.2

The salary established for a position shall represent the total remuneration for an employee occupying
the position except for fringe benefits, official travel, and other approved expenses.

6.2 APPOINTEE COMPENSATION

Upon initial appointment to a position, the employee should receive the minimum salary for the class
to which the position is allocated; however, in cases where unusual difficulty in filling the vacancy is
experienced, or when the appointee is exceptionally qualified, the department director with the
concurrence of the Human Resources Director may cause the appointment to be made at a salary
above the minimum, but not more than the mid-point for the class. If a department director wishes
to hire above the mid-point of the salary range, a request will be forwarded to the City Administrator
for approval. This request shall be approved prior to making the offer to the potential employee and
a copy of the approved request shall be forwarded to the Human Resources Director.

6.3 PERFORMANCE EVALUATIONS

6.3.1

The Human Resources Director or designee is responsible for developing and maintaining the City's
performance evaluation program. Performance evaluations are designed to provide the employee with
a record of performance and to encourage professional growth. The annual evaluation is prepared by
the immediate supervisor on the standard appraisal form(s). The evaluation will be discussed with the
employee, who will have an opportunity to comment on it in writing.

6.3.2

Employees are to receive an evaluation during or at the completion of probationary period and
annually thereafter. Performance appraisals for regular employees are given for the position which the
employee holds at that time. The purpose of the appraisal is to commend strengths, address
weaknesses, suggest ways to improve, and discuss new challenges, career goals and objectives.

6.3.3

Should a regular employee be on leave-without-pay status during the scheduled time for his evaluation,
the appraisal will be postponed until the employee has returned to work and completed as many days
of continuous employment as the length of the leave without pay.
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6.4 PAY PERIOD AND DEDUCTIONS

6.4.1

The pay period has been established as semi - monthly. The pay periods have been established as the
Ist — 15th of the month and the 16th through the last day of the month. Payment for the time period
worked the 1st — 15th is the 25th of the current month and the 16th — 31st is the 10th of the following
month. Should the pay dates fall on a Saturday or Sunday, payments shall be made on the preceding
Friday.

6.4.2

Early pay checks are issued only in emergency situations. Requests for eatly paychecks must be
submitted to the Finance Director by the employee's department director, and must be approved by
the City Administrator.

6.4.3

New employees working less than a calendar month will be paid at a rate per hour determined by
dividing the annual salary by the annual hours to be worked for that position. In no instance will more
than the monthly rate be provided except for overtime payments.

6.4.4

Finance Department staff will withhold from the employee's pay check those deductions required by
law and any voluntary deductions authorized by the employee, applicable union contract, or statute.

6.5 WAGES FOR REGULAR PART TIME EMPLOYEES

The hourly wage will be determined by dividing the annual salary by the annual hours to be worked
for the position.

6.6 WAGES FOR TEMPORARY NON-REGULAR EMPLOYEES

The salaries of non-regular employees are approved by the department director with concurrence of
the Human Resources Director, and take into consideration the salaries of comparable regular
positions. Non-regular employees receive straight time pay for work performed on holidays, and are
eligible for overtime pay as required by law.

6.7 PAYMENT UPON CLASSIFICATION CHANGE

6.7.1

Upon promotion, an employee will typically be paid at no less than the minimum salary of the higher
range, and upon demotion, an employee will typically be paid at no more than the maximum salary of
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the lower salary range. Salary adjustments for promotions and demotions shall be submitted to the
City Administrator for approval. The City Administrator shall forward the approved salary to the
Human Resources Director for the employee’s personnel file. Exceptions to this policy may be made
by the City Administrator with approval by the Mayor.

6.7.2

When an employee is promoted into a FLSA exempt position, accrued compensatory time may be
converted to cash at the rate earned prior to the time of reclassification of the employee with approval
of the City Administrator and Mayor.

6.8 PROMOTIONS

Vacancies in positions shall be filled on a competitive basis. If qualified personnel are available within
the City, special consideration may be given and filled on a non-competitive basis. City employees who
are promoted must pass a probationary period as specified in Section 3.6. Those who fail the
probationary period may be terminated or at the discretion of the Mayor may assume any regular
appointment held prior to promotion if the position remains open.

Promotions may occur as a result of vacancy or through re-classification of a position to a higher
level.

Promotions through reclassification of a position to a higher level:

A Department Director may promote an employee to a higher level within a job family by
submitting written verification, for concurrence from the Human Resource Director and approval
of the City Administrator and Mayor., that the employee has met the established criteria for the
promotion.

Promotions as a result of vacancy:
An employee may be promoted to a different classification when a vacancy exists as a result of
competitive process.

Salary adiustment as a result of Promotion:

Non-Represented Employees:

An employee’s salary upon promotion shall be at a minimum the greater of the minimum of the
new salary range or a minimum of 5% above the previous salary, and at a maximum of no greater
than 10% above the previous salary. Department Directors may request a salary placement above
10% with approval of the City Administrator and Mayor.

Represented Employees:

An employee’s salary upon promotion shall be the greater of the minimum of the new salary range
or 5% above the previous salary in addition to a prorated merit adjustment for the portion of the
year that the employee worked at the lower salary, if the employee is not at the top of their current

pay range.
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6.9 TRANSFER

Upon recommendation of the appropriate department directors and concurrence of the City
Administrator, or to meet the needs of the City, a transfer may be made. Transfers are based on work
force requirements, performance evaluations, job descriptions, related City requirements, and the
supervisot's recommendation. To be considered for another position, an employee must have
satisfactorily completed the probationaty period for the employee's current position and possess the
qualifications for the vacant position, unless such requirements are waived in the best interests of the
City. A new probationary period shall be established for any employee who requests a transfer. A
transfer shall not be used to circumvent regulations regarding promotions, demotions, or terminations.

6.10 DEMOTION

6.10.1

No employee shall be demoted to a position for which the employee does not possess the minimum
qualifications. An employee being demoted shall be notified two weeks prior to demotion. An
employee may be demoted when:

a) The employee's performance falls below that established for the employee's particular position;

b) The employee becomes physically or mentally incapable of performing the duties of the
employee's position;

¢) For disciplinary purposes; or

d) Demotion by employee request (voluntary demotion); or
e) Inlieu of layoff.

f)  (See also Section 3.7 Nepotism)

6.10.2

A demotion may be authorized by the City Administrator or Mayor for any employee who requests it
or to prevent a layoff. Any demotion to prevent a layoff may be reversed when the employee's previous
position is reopened.

6.11 CALL BACK

All employees are subject to call back in emergencies or as needed by the City to provide necessary
services to the public. An unreasonable refusal to respond to a call back is grounds for disciplinary
action, including possible termination. Employees called back to duty will be paid their appropriate
rate of pay for hours worked (the overtime rate, if applicable). Minimum call back time for
compensation shall be two hours.
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6.12 COMPENSATION UPON TERMINATION

When an employee's employment with the City is terminated, the employee will receive the following
compensation:

a) Regular wages for all hours worked up to the time of termination which have not been paid.

b) Any holiday pay, compensatory time, sick leave (in accordance with Article 7.3.16), or vacation
accruals due at time of separation.

Upon termination of employment, employees shall be paid for accrued vacation time earned but not
used.

6.13 DEATH

6.13.1

Upon death of an employee, all compensation due shall be paid in accordance with RCW 49.48.120,
ot other applicable State or Federal law.

6.13.2

Memorial services for an employee may be attended by other City employees during their scheduled
work day, with approval of their supervisor, with no loss of pay or accrued leave.

6.14 ACTING PAY

It may be necessary from time to time to assign employees to another position on an acting or
temporary basis. To be eligible for acting pay, an employee must be appointed by the Department
Director to the position, and must perform all the duties of the new position. Employees assigned
acting pay will be compensated an additional 10% of base wage for the duration of the assignment.

Section 7 — Leaves

Leave accruals commence on the first of the month depending upon the employee’s anniversary date.
Employees hired between the first and fifteenth of the month receive accruals beginning with the
month they were hired. Employees hired between the 16® and 31st of the month receive accruals
beginning the first of the following month.
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7.1 HOLIDAYS

7.1.1
Legal holidays to be observed by the City are:

First day in January

Third Monday in January
Third Monday in February
Last Monday in May
Nineteenth day in June

Fourth Day in July

First Monday in September
Eleventh day in November
Fourth Thursday in November
Day immediately following Thanksgiving Day
Twenty fourth of December
Twenty fifth of December
Two Personal Holidays

7.1.2

Holidays that fall on a Saturday, shall be observed on the preceding Friday. If any such holiday falls
on a Sunday, it shall be observed on the following Monday.

7.1.3
If a non-exempt employee is required by the employee's department director to work on a recognized

holiday, the employee shall receive compensation at the overtime rate for time worked, in addition to
the employee's regular straight-time houtly rate for such holiday.

7.1.4

Holidays which occur during vacation or sick leave shall not be charged against such leave.

7.1.5

An employee must be in a paid status both the day before and after a holiday to receive pay for that
holiday.

7.1.6

An employee may select two personal holidays each calendar year, as referred to in Subsection 7.1.1 and
the City shall grant the day, provided:
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a) The employee has been continuously employed by the City for more than three months; and

b) The employee has given not less than 14 calendar days written notice to the employee's supervisor;
provided, however, the employee and the supervisor may agree upon an earlier date; and

¢) The number of employees selecting a particular day off does not prevent the City from providing
continued public service.

The personal holidays must be taken between January 1 and December 15th of the current calendar
year. If they are not taken during the dates specified above, entitlement to the days will lapse, except
when an employee has requested a personal holiday and the request has been denied. An employee
shall not be paid in lieu of taking the holiday under any circumstances.

7.1.7

Unpaid Holidays for Reasons of Faith or Conscience:

Under Washington law all employees are entitled up to two unpaid holidays per calendar year for “a
reason of faith or conscience or an organized activity conducted under the auspices of a religious
denomination, church, or religious organization.” If you wish to be compensated for the time off,
please follow the policies for using accrued vacation, compensatory time or other paid time off.

The employee may select the days on which he or she desires to take the two unpaid holidays after
consultation with their supervisor or department director. If an employee prefers to take two unpaid
holidays on specific days, the employee may be allowed to take the unpaid holidays selected unless the
absence would unduly disrupt operations, impose an undue hardship, or the employee is necessary to
maintain public safety. The term “undue hardship” has the meaning contained in the rule established
by the Office of Financial Management.

If you seek to take a day off or a partial day off under this law, you must submit a written request to
your supervisor or department director at least two weeks in advance. Note that a partial day off will
count as a full day toward your yearly allotment of two days. Untimely requests will be considered if
you can demonstrate that timely notice was not possible under the circumstances. You will normally
receive a response within seven days of receipt of your request. Approval of the unpaid holiday shall
not be deemed approved unless it has been authorized in writing by the employee’s supervisor or
department director. The employee’s supervisor or department director shall evaluate the requests by
considering the scheduled work, anticipated peak workloads, response to unexpected emergencies, the
availability, if any, of a qualified substitute and consideration of the meaning of “undue hardship”
developed by rule of the Office of Financial Management.

7.2 VACATION

7.21

The annual leave allowance for nonexempt represented employees is stipulated in the appropriate
collective bargaining agreements. The annual leave allowance for regular non-represented employees
shall be earned monthly based upon the following schedules:
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Schedule of Years Days per Year Hours per Month
0-4 12 8.00
5-9 16 10.67
10-14 20 13.33
15-19 22 14.67
20 or motre 24 16.00

As a recruitment or retention incentive, the City Administrator may authorize a bank of vacation hours
or an increased accrual schedule for an employee. The amount of the bank or higher accrual schedule
shall be memorialized in the hire letter or a personnel action.

7.2.2

Employees are eligible to use accrued vacation leave from their first day of employment.

7.2.3

Employees are encouraged to use their accumulated vacation time within the year in which it is earned.
An employee may not accrue vacation time in excess of 24 months. Once the maximum accrual limit
has been reached, accruals will cease until the balance is low enough to allow accruals to commence.

7.2.4

All requests for vacation must be approved by the department director or the employee’s supervisor
prior to the commencement of the requested vacation. In the event of any conflict over when leave is
to be taken, preferences will be honored first for the employee with a management job classification
and then for the employee with greater seniority. There are no advances on vacation leave unless
approved by the City Administrator and Mayor.

7.24 OVERTIME AND COMPENSATORY TIME

Employees may be required as a condition of employment to work overtime when necessary as
determined by their supervisor and upon approval of the department director or designee. Each
hour worked beyond a normal work period, as required by the Fair Labor Standards Act (FLSA) or
other specific established work period, shall be compensated for non-exempt employees at a basic
rate of time-and-one-half (overtime rate) for each hour worked.

Whenever a non-exempt employee is specifically authorized or required by their supervisor to work
overtime, the employee shall receive overtime pay or compensatory time off not to exceed the 240-
hour maximum stipulated by the FLLAS or collective bargaining agreements. After maximum accrual,
overtime must be paid.

With supervisor approval, an employee may use compensatory time, accrued annual or vacation
leave in not less than quarter hour increments unless doing so would unduly disrupt City operations.
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Overtime must be authorized in advance by the supervisor. If an employee works overtime on a
particular day to complete an urgent project, the employee’s schedule may be flexed the remainder
of the week, so the employee does not accrue overtime.

As authorized by bargaining contracts, when employees request and receive supervisor approval to
flex their normal daily work schedule, hours worked are earned as comp time on an hour-for-hour
basis up to the maximum hours of the weekly work schedule, e.g., 40 hours. For example, an
employee may voluntarily flex an eight-hour daily schedule by working ten hours one day and six the
next day, all at straight time.

When a supervisor requires a non-exempt employee to work over their normal work schedule, it is
compensated on a one-and-one-half-time basis. The employee may choose to earn comp time or to
be paid.

No supervisor shall allow an employee to use vacation or holiday time and add to hours worked to
exceed eight hours in one day, unless the leave time was approved for use not knowing an employee
would be required to work overtime.

Effective December 16, 2019, Directors, the Assistant to the City Administrator, Deputy City
Administrator and the City Administrator are not eligible to earn Compensatory time. Directors, the
Assistant to the City Administrator, Deputy City Administrator and the City Administrator with
balances of Compensatory Time as of December 15, 2019 are eligible to carry those hours forward
into the next calendar year and beyond. Those hours may be used in the same manner as requests
for vacation. Any balances that remain when the Employee separates from City service will be
cashed out at the Employee’s houtly rate on the Employee’s final paycheck.

Effective June 1, 2020 FLSA exempt employees are not eligible to earn compensatory time. FLSA
exempt employees with balances of compensatory time as of May 31, 2020 are eligible to carry those
hours forward into the next calendar year and beyond. Those hours may be used in the same manner
as requests for vacation. Any balances that remain when the employee separates from City service
will be cashed out at the employee’s houtly rate on the employee’s final paycheck.

7.25 MANGEMENT LEAVE

In recognition of attendance at public meetings and other demands which may require the
attendance or efforts of FLSA exempt employees outside of normal working hours, an annual
Management Leave bank will be provided.

Department Directors, the Assistant to the City Administrator, the Deputy City Administrator and
City Administrator shall receive eighty (80) banked Management Leave hours annually, managers as
determined by the Human Resources Director shall receive sixty (60) banked management leave
hours annually, and all other FLSA exempt employees shall receive forty (40) banked management
leave hours annually. The amount of banked management leave hours will be pro-rated for new
hires or part-time employees.
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Deposits will be made on December 16 to be used during the year (ending December 15). Any
management leave balances as of December 15" will not be allowed to be cartied forward into the

next year and will be forfeited. Upon separation from the City, a balance of Management Leave will
be forfeited.

Requests to take Management Leave will be in the same manner as vacation leave is requested.

7.3 SICK AND SAFE LEAVE (“SSL”)

Paid SSL is available to employees to care for their own health and safety, and for the health and
safety of their family members as described below.

7.3.1
Leave Accrual

a) All non-exempt employees in part-time, non-regular positions shall accrue paid SSL at the
rate of one (1) hour per forty (40) hours worked, beginning from their date of hire.

b) Non-exempt employees in regular and limited term positions represented by a bargaining
unit, shall accrue SSL in accordance with their collective bargaining agreement’s provisions
for accruing sick leave.

¢) Non-exempt employees not represented by a bargaining unit, and employees in non-exempt
limited term positions not represented by a bargaining unit, shall accrue SSL leave in
accordance with the Vacation/Sick Leave schedule selected by the employee; the sick leave
accrual rates are reproduced below:

Days Per Hrs Per Hours Per Days Per Hrs Per Hours Per
Year Month Year Year Month Year
12 8.00 96 8 5.33 64

d) Exempt employees, and exempt status limited term employees, shall accrue SSL in
accordance the Sick Leave Schedules outlined in the Exempt Employees Benefits
Handbook.

7.3.2
Accrual Year

The leave accrual year for SSL is December 16 to December 15.
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Carry Over of Paid SSL Time

Any paid SSL accumulated during the accrual year, but unused as of December 15 in any year, shall
be carried over to the succeeding year up to the following maximums:

7.3.4

For part-time, non-regular positions, forty (40) hours of SSL will carry over to the
succeeding year.

For represented non-exempt and limited term employees, the amount of SSL time carried
over will be consistent with the amount stated in the applicable collective bargaining
agreement. If no amount is stated in the collective bargaining agreement, or if the specified
amount is fewer than forty (40) hours, then forty (40) hours of SSL will carry over to the
succeeding year.

Non-exempt employees in non-represented positions, and non-exempt, limited term
employees in non-represented positions, may carry over SSL in accordance with the amount
of sick leave carryover specified in the City of Issaquah Personnel Policies.

Exempt employees in regular and part-time regular positions and limited term exempt
employees, will carry over SSL in accordance with the Exempt Employees Benefits
Handbook’s provisions for sick leave carryover.

SSL Conversion and Cash Out

For employees in part-time, non-regular positions, there is no option for SSL conversion or cash out.
For these employees, hours in-excess of the 40-hour maximum carry over will be forfeited.

For represented employees in non-exempt, regular status and limited term positions, SSL conversion
will be consistent with the applicable collective bargaining agreement’s provisions regarding
conversion and cash out of sick leave.

For non-represented staff in regular and limited term positions, SSL. may be converted or cashed out
in accordance with Article 7.3.16 below.

7.3.5

Eligibility Requirements

Regular, part-time regular, and limited term employees in either exempt or non-exempt positions are
eligible to use SSL from their date of hire and may use paid SSL as it accrues.

Employees in part-time, non-regular positions will accrue SSL from the date of hire, but shall not be
eligible to use accrued SSL until ninety (90) days after their date of hire.
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7.3.6
Reasonable Notice for the Use of Paid Leave

Employees must provide reasonable notice of an absence from work for which they will be using SSL
for an absence resulting from: 1) an employee's mental or physical illness, injury, or health condition;
to accommodate the employee's need for medical diagnosis, care, or treatment of a mental or physical
illness, injury, or health condition or an employee's need for preventive medical care; 2) to allow the
employee to provide care for a family member with a mental or physical illness, injury, or health
condition; care of a family member who needs medical diagnosis, care, or treatment of a mental or
physical illness, injury, or health condition; or care for a family member who needs preventive medical
care; or 3) when the employee's place of business has been closed by order of a public official for any
health-related reason, or when an employee's child's school or place of care has been closed for such
a reason. Such reasonable notice must be provided to the employee’s immediate supervisor or the
supervisor’s designee. Any information provided will be kept confidential). The reasonable notice
requirement is not intended to interfere with an employee’s lawful use of paid SSL.

e Foreseeable Use

If an absence is foreseeable, the employee must provide notice to their supervisor at least ten
(10) days prior to the leave, or as early as practicable before the first day that SSL is used. If
possible, notification should include the expected duration of the absence.

When foreseeable leave is requested to addresses issues related to domestic violence, the
employee must give advance oral or written notice to their supervisor as soon as possible.

e Unforeseeable Use

If an absence is unforeseeable, the employee must contact their supervisor as soon as possible
before the required start of their shift, unless it is not practicable to do so. In the event it is
impracticable for an employee to provide notice to their employet, a person on the employee's
behalf may provide notice to the employer.

a) If possible, the notification should include the expected duration of the absence.

In unforeseeable circumstances regarding domestic violence, sexual assault, or stalking, the
employee or a designee must give oral or written notice to the supervisor no later than the end
of the day of the first day that the employee takes such leave.

7.3.7
Authorized Uses of SSL
Employees are eligible for paid SSL for the following reasons:
a) An absence resulting from an employee's mental or physical illness, injury, physical or mental
disability or health condition;

b) To accommodate the employee’s need for medical diagnosis, care or treatment of a mental
ot physical illness, injury or health condition;
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An employee’s need for preventive medical care, including bona fide optical and dental

appointments;

Quarantine of an employee by a physician for exposures to a contagious disease;

In the event of a death in the employee’s immediate family, an employee may be granted

leave of absence not to exceed seven consecutive calendar days. Such leave is not included in

any family or medical leave period for which the employee is eligible (see Section 7.4, Family
and Maternity Disability 1 .eave),

When an employee participates in a funeral ceremony, the employee may be granted a

reasonable time off to perform such duty;

Use of a prescription drug which impairs job performance or safety;

Actual periods of temporary disability related to pregnancy or childbirth (see Section 7.4,

Family and Maternity Disability Leave);

To attend the birth of and/or to cate for a newborn child of an employee (see Section 7.4,

Family and Maternity Disability Leave);

To provide care for a family member with a mental or physical illness, injury, or health

condition;

To provide care for a family member who needs medical diagnosis, care or treatment of a

mental or physical illness, injury or health condition;

To care for a family member who needs preventive medical care;

Closure of the employee’s place of business or the employee’s child’s school/place of cate by

otder of a public official for any health-related reasons;

If the employee or the employee’s family member is a victim of domestic violence, sexual

assault, or stalking. Authorized use of SSL for domestic violence, sexual assault or stalking

includes:

e Seeking legal or law enforcement assistance or remedies to ensure the health and safety
of the employee and their family members including but not limited to, preparing for, or
participating in, any civil or criminal legal proceeding related to or derived from domestic
violence, sexual assault or stalking.

e Seceking treatment by a health care provider for physical or mental injuries caused by
domestic violence, sexual, assault, or stalking.

e Attending health care treatment for a victim who is a member of the employee’s family.

e Obtaining, or assisting a family member in obtaining, services from: a domestic violence
shelter; a rape crisis center; or a social services program for relief from domestic
violence, sexual assault or stalking.

e To obtain, or assist a family member in obtaining, mental health counseling related to an
incident of domestic violence, sexual assault or stalking in which the employee or a
family member of the employee was a victim of domestic violence, sexual assault or
stalking.

e Participating, for the employee or for a family member, in: safety planning; or temporary
or permanent relocation; or other actions to increase the safety from future incidents of
domestic violence, sexual assault or stalking.
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7.3.8
Family Member Defined

When using paid SSL for any of the purposes in Section 7.3.7(a)-(d) and (f)-(m), the following
definition of family member shall apply:

a) A child, including a biological, adopted, or foster child, stepchild, or a child to whom the
employee stands in loco parentis, is a legal guardian, or is a de facto parent, regardless of age
or dependency status;

b) A biological, adoptive, de facto, or foster parent, stepparent, or legal guardian of an
employee or the employee’s spouse or registered domestic partner, or a person who stood in
loco parentis when the employee was a minor child,

c) A spouse;

d) A registered domestic partner;

e) A grandparent;

f) A grandchild;

2) A father-in-law;

h) A mother-in-law;

1) A son or daughter-in-law;

j) A sibling; or

k) Other relative or person living in the household of the employee with whom the employee
has a familial relationship.

When using paid SSL for any of the putrposes in Section 7.3.7(n), "family member" means any
individual whose relationship to the employee can be classified as a child, spouse, parent, parent-in-
law, grandparent, or person with whom the employee has a dating relationship.

When using paid SSL for the purposes in Section 7.3.7(e), “immediate family” means a child, spouse,
parent, or parent-in-law.

7.3.9

Increments of Use for SSL

Employees may use SSL in 15 minute increments.
7.3.10

Rate of Pay When Using SSL

Paid SSL will be compensated at the hourly rate that an employee would have earned during the time
that the employee used SSL.

Calculation of overtime shall be based on FLSA rules, therefore, use of paid SSL shall not count
towards the overtime calculation.
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7.3.11
Responsibility for Workplace Safety

The City is responsible for providing a safe work environment and has the right to send an employee
home or not allow an employee to continue to work for health and/or safety reasons. Such mandatory
leave may be applied City-wide by declaration of the Mayor or may be applied to an individual
employee upon approval of the Department Director or designee. Any employee not allowed working
for health or safety reasons will have their time charged to SSL (if the reason for mandatory leave fits
within the criteria for SSL), then vacation, compensatory time, and finally, leave without pay.

7.3.12
Verification for Absences Exceeding Three Days

Employees secking to use or using paid SSL for authorized purposes for more than three (3)
consecutive days that an employee is required to work, may be required to provide verification that
establishes or confirms that the use of SSL is for an authorized purpose. For example, if an employee
is required to work on Mondays, Wednesdays, and Fridays, and then the employee uses SSL for any
portion of those three work days in a row. If the employee uses SSL again on the following Monday,
the employee would have absences exceeding three days for which the employee is required to work.

a) When an employee or the employee’s family member is sick for more than three (3)
consecutive days for which the employee is required to work, acceptable verification may
include:

e A doctot’s note or a signed statement by a health care provider indicating that the use of
SSL is necessary for one or more of the purposes described in Section 7.3.7; or

e A written or oral statement from the employee indicating that the use of SSL is necessary
for one or more of the purposes described in Section 7.3.7.

b) When an employee or a member of the employee’s family has been a victim of domestic
violence, sexual assault, or stalking, the employee may provide any one of the following
documents or any combination thereof, to verify the use of leave:

e A written statement that the employee, or a member of the employee’s family, is a victim
of domestic violence, sexual assault, or stalking, and that the leave was taken to address
related issues;

e A police report indicating that the employee or a member of the employee’s family was a
victim of domestic violence;

e Evidence from a court or prosecuting attorney showing that the employee or a member
of the employee’s family appeared, or is scheduled to appear, in court in connection with
an incident of domestic violence, sexual assault, or stalking;

e A court order of protection;
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¢ Documentation from any of the following persons from whom an employee or a
member of the employee’s family sought assistance in addressing the domestic violence
situation indicating that the employee or ta member of the employee’s family is a victim:

1) An advocate for victims of domestic violence, sexual assault, or stalking;
2) An attorney;

3) A member of the clergy; or

4) A medical professional.

¢) When an employee is absent due to the closure by a public official of a school attended by
the employee’s child, or a place of care for the employee’s child, due to health-related
reasons:

e A copy of the notice received by the employee regarding the closure.

Verification must be provided within ten (10) calendar days of the first day that SSL is used to care
for either the employee or a family member.

Verification does not require that the information provided explain the nature of the condition in
order to use SSL, unless otherwise required by law. Any information provided through the verification
will be treated in a confidential manner consistent with applicable privacy laws.

7.3.13
Unreasonable Burden or Expense for Verification

If an employee believes that obtaining verification for use of SSL would result in an unreasonable
burden or expense, the employee may contact the Human Resources Director, either verbally, or in
writing.

In that communication, the employee must indicate that the absence in question is for an authorized
purpose and explain why verification would result in an unreasonable burden or expense. If this
communication is in writing, the employee may use the Verification of Authorized Use of Paid Sick
Leave Form, or send an email to the Human Resources Director.

Within ten (10) calendar days of receiving the request, the Human Resources Director will work with
the employee to identify an alternative for the employee to meet the verification requirement in a way
that does not result in an unreasonable burden or expense. Possible options may include:

e City-provided transportation;
e Sharing the cost of getting a note from a medical provider;
e Providing a note of explanation in lieu of other forms of verification; or

e Exempting the employee from the verification requirement based on the explanation

provided.
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The City may choose not to pay an employee for SSL taken in-excess of three (3) consecutive days
until verification is provided.

7.3.14
Payroll

Employees will be notified of their SSI. balance each month by way of their pay stub. Pay stubs can
be accessed at any time through ESS. This information will include:

e Accrued SSL since the last pay period;
e Used SSL since the last pay period;
e Current balance of SSL available for use; and

e Donations via shared leave, if applicable.

7.3.15
Consequences for Falsifying or Misrepresenting

Abuse of SSL by falsification or misrepresentation of information shall be cause for disciplinary action
up to and including termination.

7.3.16
Separation from Employment

When an employee in a part-time, non-regular status position separates from employment, there will
be no financial or other reimbursement given to the employee for any accrued and unused SSL at the
time of separation.

Employees in other positions will be reimbursed for accrued and unused SSL upon separation from
employment as follows:

e Represented employees will be reimbursed in accordance with the amounts stated in their
collective bargaining agreement.

e Non-represented employees in regular and limited term positions with five (5) years or more
of service, who leave the City in good standing, may receive 1% of accrued and unused sick
leave hours per year of service (to a maximum of 25% of the accrued and unused sick leave
hours). Sick leave hours eligible for cash out under the above calculation will be cashed out
in full; however, at the time the employee separates from employment, the terms for
reimbursement must be mutually agreed upon in writing by both the employer and the
employee.
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7.3.17
Reinstatement of Employment

If a non-exempt or part-time non-regular employee is rehired by the City within twelve (12) months
after the date the employee separates from employment, the City will reinstate the employee's accrued,
unused SSL except for any hours of SSL previously provided to the employee through financial or
other reimbursement at the time of separation, as long as the value of the SSL. was established and
paid at a rate that was at least equal to the employee's normal hourly compensation.

When a part-time non-regular employee separates from employment and is rehired by the City within
twelve (12) months of separation, an employee who reached the ninetieth (90th) calendar day of
employment prior to separation shall have their previously accrued, unused SSL balance available for
use upon rehire. If the employee did not reach the ninetieth (90th) calendar day of employment prior
to separation, the previous period of employment must be counted for purposes of determining the
date upon which the employee is entitled to use SSL.

If the period of time that a part-time non-regular employee separates from employment extends into
the following leave accrual year, the City will not reinstate motre than forty (40) hours of the employee's
accrued and unused paid SSL.

Upon rehire, the City will provide notification to non-exempt and part-time non-regular employees of
the amount of accrued and unused SSL available for use by the employee.

When a non-exempt employee in a regular, part-time regular, or limited term position terminates
employment with the City and is rehired within seven (7) years, the employee’s previous sick leave
accruals may be restored after two (2) years of regular re-employment with the City. It is the employee’s
responsibility to request the reinstatement of any unpaid sick leave balance.

7.3.18
Shared Leave

The purpose of shared leave is to permit City employees in regular and part-time regular positions, to
come to the aid of a fellow City employee who is experiencing or has an immediate family member
who is experiencing a serious, prolonged or critical nature medical condition which has caused or is
likely to cause the employee to take unpaid leave for a prolonged period of time generally considered
to be at least fifteen (15) consecutive workdays. Medical conditions or illnesses that are considered to
be routine, short term or sporadic shall not be considered for voluntary shared leave purposes.
Examples of short term non-qualifying illnesses include such things as contagious disease (flu); chronic
allergies or conditions; short term recurring medical or therapeutic treatments; and normal pregnancy.
These examples are illustrative and not all inclusive. Each case must be examined on its conformity
to policy intent and must be handled consistently and equitably. Employees who receive shared leave
and are qualified for FMLA leave will be placed on FMLA leave and will use the donated leave
concurrently while being on FMLA leave. The City will consider whether the employee is expected to
return to City employment in deciding whether to grant a request for shared leave.

e An employee's Department Director may permit an employee to receive shared leave if:
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a) At the time of the employee’s request, the employee shall have exhausted or will exhaust
all of their accrued leave of all types during the term of the event.

b) The employee has applied for and is awaiting approval of Paid Family Medical Leave
(PFML).

¢) The employee has abided by the City's SSL policy prior to the use of shared leave.

d) The use of shared leave will not significantly increase the City's costs, except for those
costs which would otherwise be incurred in the administration of this program or which
would otherwise be incurred by the employee's department.

e) The medical condition is not job related.
f) The employee has provided proper medical documentation and has completed the FMLA
paperwork.

@) The employee’s request is not greater than 240 hours.

Shared leave requests greater than 240 hours must be submitted to the department director
and approved by the City Administrator or designee. The employee must still meet all of the
criteria listed in sections 7.9.1 and 7.9.2. Requests approved by the City Administrator or
designee will be forwarded to the Human Resources Department.

An employee requesting shared leave must submit a Shared Leave Request to his/her
Department Director in writing and may be required to provide appropriate medical
justification and documentation for the leave and the time which the employee can
reasonably be expected to be absent. If approved by the Director, the request shall be
forwarded to Human Resources by the Director. Donations will be blind and donated
through use of the City’s payroll system. Employees who wish to participate in the shared
leave program should contact Human Resources or Payroll.

Employees have the option of donating vacation leave, management time, or annual time.
All donations of leave shall be voluntary and shall be intended as a gift without
compensation. Transfers of donated leave shall be in full one (1) hour increments. In no
event shall a transfer of leave be approved which would result in reducing an employee's
total vacation leave in a calendar year to less than ten (10) days. The department director
shall determine that no significant increase in City costs will occur as the result of a donation
of leave.

Leave may be transferred from employees from one department to an employee of the same
or different department. Donated leave shall be transferred on an hour-for-hour basis
regardless of rate of compensation.

An employee on shared leave shall continue to be classified as a City employee and shall
receive the same salary and benefits as would otherwise be received if using accrued leave.
The employee’s salary rate shall not change as a result of being on shared leave, nor under
any circumstances shall the employee’s pay and benefits exceed the total of salary and
benefits which the employee would have received in a regular pay status. If an employee is
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able to work part-time under this program, he shall receive pro-rated vacation and SSL
accruals which must be used prior to receiving donated leave.

e Employees are limited to receiving a maximum of 480 hours of donated leave per serious
health event which shall be tracked by the Finance Department. The Finance Department
shall adjust accrued leave balances of the donor and recipient of the shared leave. Donated
leave may only be used for the event that has been requested and approved by the City
Administrator or Department Director. Donated leave may only be used for the time period
requested by the employee and approved by the City. At the end of the approved leave
request, any donated hours in excess of the original request will be returned to the employee
who donated hours. Records of all donated leave shall be maintained in the event any leave is
returned at a later date.

e The Department of Retirement Systems (DRS) does not recognize shared leave as
reportable compensation or time counted towards years of service.

e The use of shared leave shall be monitored by the Human Resources Department to ensure
equivalent treatment for all City employees. Inappropriate use or treatment of shared leave
may result in disciplinary action as well as the cancellation of the donated leave or use of
shared leave.

7.3.19

Retaliation Prohibited

Any discrimination or retaliation against an employee for lawful exercise of SSL rights is not allowed.
Employees will not be disciplined by the City for the lawful use of SSL. The City will not interfere
with, restrain or deny the exercise of any employee rights provided by RCW 49.46 or City of Issaquah

Personnel policies.

If an employee feels they are experiencing discrimination or retaliation as a result of using SSL, the
employee may contact the Human Resources Director.

7.4 FAMILY AND MATERNITY DISABILITY LEAVE

7.4.1

The City complies with the Federal Family and Medical Leave Act of 1993 (FMLA) and all applicable
State laws related to family and medical leave including but not limited to the Washington Family
Leave Act (WFLA) and the Washington Maternity Disability Regulations (MDR), and the Paid Family
and Medical Leave Act (PFML).

7.4.2

The FMLA and WFLA, which usually run at the same time, require the City to provide up to 12 weeks
of unpaid leave to eligible employees for reasons relating to family and medical care. The MDR
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provides female employees who are pregnant or have given birth additional weeks of leave for the
period in which they are physically sick or temporarily disabled. Regardless of whether an employee is
eligible for FMLA leave, she is entitled to MDR.

7.4.3

Employees who have been employed by the City for at least 12 months and have worked at least 1,250
hours in the last 12 months are entitled to 12 work-weeks of FMLA/WFLA - qualified leave every 12
months for one or more of the following reasons:

a) A serious health condition that makes the employee unable to perform the essential functions of
his or her job;

b) Care for a newborn or a newly adopted child or a newly-placed foster child,;
¢) Care of a spouse/registered domestic partner, child or parent with a serious health condition; or

d) Any qualifying exigency as defined by the Secretary of Labor, arising when the employee’s spouse,
child, or parent is called to active military duty or is on active duty. Qualifying exigencies are
generally activities related to the active foreign duty or call to foreign duty, including attending
certain military events, arranging for alternative childcare, addressing certain financial and legal
arrangements, attending certain counseling sessions, and attending post-deployment reintegration
briefings.

7.4.4

A serious health condition is defined as an illness, injury, impairment or physical or mental condition
that involves:

a) Any period of incapacity or treatment connected with inpatient care (i.e., an overnight stay) in a
hospital, hospice, or residential medical care facility;

b) A period of incapacity of more than three consecutive, full calendar days from work, school, or
other regular daily activities that also involves continuing treatment by (or under the supervision
of) a health care provider;

c) A period of incapacity due to pregnancy or for prenatal care;

d) A period of incapacity or treatment due to a chronic serious health condition, for a permanent or
long-term condition for which treatment may not be effective, or to receive multiple treatments
for restorative surgery after an accident or injury or for a condition that would likely result in an
incapacity of more than three full, consecutive calendar days in the absence of medical treatment
(e.g. chemotherapy for cancer or dialysis for kidney disease).

7.4.5

Selection of FMLA Period - The 12-month period during which an employee is entitled to 12 weeks
of FMLA-qualified leave is a "rolling" 12-month period measured backward from the date an
employee uses any FMLA /WFLA-qualified leave.
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7.4.6

In certain circumstances, eligible employees may take FMLA intermittently or by reducing their work
schedule. If the FMLA is due to the employee’s own serious health condition or to care for a family
member, the employee may take the leave intermittently or on a reduced work schedule if it is medically
necessary. Eligible employees may also take FMLA leave on an intermittent or reduced schedule basis
when necessary because of a qualifying exigency arising from a family member’s military service. If
FMLA leave is to care for a child after the birth or placement for adoption or foster care, employees
may take their FMLA leave intermittently or on a reduced work schedule only with the City’s
permission.

Where intermittent leave or reduced-schedule leave is needed for planned medical treatment, an
employee must make a reasonable effort to schedule the treatment so as not to unduly disrupt City
operations. Where an employee needs intermittent or reduced-schedule leave based on planned
medical treatment, the City may transfer the employee to an alternative position with equivalent pay
and benefits that can better accommodate such recurring leave.

7.4.7

Under the MDR, pregnant employees are entitled to unpaid leave for the period of time that the female
employee is physically disabled due to pregnancy and/or childbirth. The period of temporary disability
normally lasts six to eight weeks if the pregnancy and childbirth are without complications. With
complications, such as required bed rest before childbirth, the period of temporary disability can last
longer.

If eligible for FMLA, the pregnancy leave required under MDR runs concurrent (at the same time)
with the FMLA and does not extend the 12 weeks of leave allowed under Federal law.

The pregnancy leave required under MDR runs consecutive (one begins after the other ends) with the
WFLA and does extend the 12 weeks of leave allowed under state law for the duration of the physical
disability. Thus, a pregnant employee with no complications in the pregnancy and childbirth is likely
entitled to 18 — 20 weeks of leave (six to eight weeks of physical disability leave under the MDR, plus
12 weeks of leave under the WFLA).

7.4.8

If both parents are employed by the City, they are jointly entitled to a combined total of 12 workweeks
of FMLA/WFLA-qualified leave in a 12 month period for the birth or placement of a child for
adoption or foster care, and to care for a parent who has a serious health condition. Leave for the
birth or for the placement for adoption or foster care must be completed within 12 months of the
child's birth or placement.

7.4.9

Per FMLA, eligible employees may receive up to 26 weeks of unpaid leave in a 12-month period to
care for injured or ill military service personnel:
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a) Who is the employee’s spouse, parent, child, or next of kin;
b) Who is a current member of the armed forces, including National Guard and Reserves; and

¢) Who has a serious injury or illness incurred in the line of duty on active duty that may render the
service member medically unfit to perform his or her duties for which the service member is
undergoing medical treatment, recuperation, or therapy, or is in outpatient status, or is on the
temporary disability retired list.

The combined total of leave for all purposes described in this policy may not exceed 26 weeks in the
applicable leave year.

7.4.10

An employee seeking to use leave must provide written notice to the Human Resources Director at
least 30 days in advance of the need to take the leave when the need is foreseeable. The City may
require delay of any leave if the need was foreseeable and proper notice was not given. For leaves that
are not foreseeable, the employee should give notice as soon as practical.

When leave is requested in connection with planned medical treatment, the employee must make a
reasonable effort to schedule treatment in order to prevent disruptions to City operations.

In addition, employees who need leave for their own or a family member’s serious health condition
may be asked to provide medical certification from a healthcare provider of the serious health
condition, periodic recertification of the serious health condition and when the leave is for an
employee’s own serious health condition, a certification that the employee is fit to return to work. A
second medical certification may be performed by a different doctor at the City’s expense. If the
second certification differs from the first, the employee and the City may mutually select a third
healthcare provider paid for by the City, whose opinion will control.

Employees who need leave for qualifying exigency arising from a family member’s military leave must
provide certification confirming the need for leave.

7.4.11

The City requires employees to use accrued sick leave, compensatory time, floating holiday, and
vacation leave, when applicable and in this order, to receive compensation while on leave under the
FMLA, WFLA or MDR. Once accrued leave is exhausted, the leave will be unpaid. An employee will
accrue sick and vacation leave during those periods of leave for which the employee is receiving
compensation.

7.4.12

Upon return from an FMLA-qualified leave, the employee is entitled to his or her former position or
an equivalent position with equivalent employment benefits, pay and other terms and conditions of
employment, unless unusual circumstances have arisen (e.g., the employee’s position or shift was
eliminated for reasons unrelated to the leave). If an employee takes more than 12 weeks of FMLA
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qualified leave in any 12-month period, the City reserves the discretion to not return the employee to
work after such leave unless otherwise required by law. If the employee chooses not to return to work
for any reason, the employee should notify his/her department director as soon as possible and
Human Resources.

7.4.13

For leave taken under the FMLA, the City must keep the employee on its health insurance coverage,
including family coverage if applicable, and continue to pay the City’s share of the coverage as if the
employee were still at work. The employee must pay his or her share of the premium. The City may
cancel coverage if the employee’s premium payment is more than 30 days late and the City provides
the employee with written notice at least 15 days in advance advising that coverage will be cancelled
if the premium is not received.

Because neither the WFLA nor the MDR provides for payment of health care premiums, the City is
only obligated to maintain coverage at its expense for a maximum of twelve weeks. If the employee
fails to return from leave, the City may recover the premiums paid for any coverage unless the failure
to return is due to a serious health condition that prevents return, or other circumstances beyond the
employee’s control.

If an employee is covered by other City-paid insurance plans through the City, such as life or disability
insurance, the coverage will continue during paid leave on the same basis as during regular
employment.

7.4.14

The taking of FMILA-qualified leave will not result in the loss of any benefits, including seniority or
pension rights, accrued before the date on which the FMLA-qualified leave commenced.

7.5 DOMESTIC VIOLENCE, SEXUAL ASSAULT AND STALKING LEAVE

7.5.1

Employees who are victims of domestic violence, sexual assault, or stalking, or who have a family
member who is a victim, may take reasonable unpaid leave from work either in continuous blocks of
time or intermittently, or continue employment on a reduced work schedule, to take care of related
legal or law enforcement needs, to obtain or assist in obtaining medical treatment, social services
assistance, or mental health counseling, to participate in safety planning, to temporarily or permanently
relocate, or to take other actions to increase the safety of the employee or family member.

7.5.2

An employee may elect to use paid sick leave, if applicable, vacation, comp time, or floating holiday
time while on leave.
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7.5.3

For purposes of this policy, family member is defined as child, spouse/domestic partner, parent,
parent-in-law, grandparent or person the employee is dating.

7.5.4

Employees must give as much advance notice of the need for the leave as possible. Leave requests
must be supported with one or more of the following:

a) A police report;

b) A court order of protection;

¢) Documentation supporting a court appearance;

d) Documentation from a healthcare provider, domestic violence advocate, attorney, or clergy; or

e) An employee’s written statement that the employee or employee’s family member is a victim and
needs assistance.

If the situation does not allow for advance notice, the employee must notify the department director
or Human Resources Director no later than the end of the first day that the employee takes leave.

7.5.5

The City will continue to pay the City’s share of health benefits as if the employee were still at work
provided the employee pays his or her share of the premium.

7.5.6

At the end of the leave, the employee will be restored to the same position or equivalent position in
pay, benefits, terms and conditions unless the employee had a temporary assignment or was hired to
work on a limited term project that was completed before or during the leave.

7.6 MILITARY RELATED LEAVES

7.6.1

An employee who is a member of the Washington National Guard, the U.S. Armed Forces, or of any
organized reserve of the United States will be granted military leave in accordance with state and
Federal law. Employees who take military leave will have whatever rights to reinstatement, seniority,
vacation, layoffs, and compensation as are provided by applicable law.
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7.6.2

A qualified employee is entitled to a paid military leave of absence for a period not to exceed 21
working days during each year beginning October 1 and ending the following September 30. Military
leave beyond the 21 days of paid time off will be unpaid, unless the employee elects to use accrued
vacation or comp time during the period of military leave.

7.6.3

Employees should notify their supervisor as soon as they receive notice of the need to report for
military duty and provide the supervisor with a copy of the military orders.

7.6.4

During a period of military conflict declared by the President or Congress, an employee who is the
spouse of a member of the Armed Forces, National Guard or Reserves is entitled to up to 15 days of
unpaid leave while his/her spouse/domestic partner is on leave from deployment, or before and up
to deployment. (This reason for leave may also be covered under FMLA leave for a qualifying exigency,
although an employee need not meet the more stringent FMLA eligibility requirements in order to
take this spousal military leave.) The purpose of this leave is to support the families of military
personnel by permitting them to spend time together before a family member is deployed or while the
family member is on leave from a deployment. An employee must work an average of 20 hours per
week to be eligible for this family military leave.

An employee who seeks to take family military leave must provide the City with notice of his/her
intent to take leave within five (5) business days of receiving official notice that the employee’s
spouse/domestic partner will be on leave or of an impending call to active duty. The employee may
substitute any eligible accrued leave for any part of this military leave.

7.7 LEAVE OF ABSENCE WITHOUT PAY

7.71

The City may grant leaves of absence without pay for absence from work not covered by any other
type of leave or if other leave balances are exhausted. Examples of situations for which leave without
pay may be granted include time off work for personal reasons, such as prolonged illness, parenting,
caring for an ill relative, or pursuing an education.

7.7.2

Both regular and probationary employees are eligible for leave without pay. Probationary employees
who are granted leaves of absence will have their probationary periods extended by the number of
calendar days of leave without pay granted. The following requirements apply:
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a) Leave may be granted to an employee for a period of up to 30 calendars days in a year by the
department director. If a leave goes beyond 30 calendar days, the Mayor may grant an additional
extension of up to 60 calendar days for a total of 90 calendar days in a year. Further extensions are
at the discretion of the Mayor.

b) An employee must be in a paid status for at least half their scheduled work hours in a pay period
in order to receive full benefits for that pay period. If an employee does not work enough hours
in a pay period, leave accruals will be not accrued in that pay period. Employees will be required
to pay the City portion of health insurance benefits for any pay period in which they are not in a
paid status for at least half of their scheduled work hours, except those required under Federal
and/or state family leave regulations.

¢) An employee who fails to report promptly at the end of the unpaid leave is presumed to have
resigned.

d) 1If the leave without pay is due to an illness, the City may require a doctot's certificate stating that
the employee is capable of returning to work and performing the work, duties and responsibilities
of the employee's position.

During the leave of absence without pay which extends beyond the 12 weeks provided by the Federal
Family and Medical Leave Act the City does not pay its share of any employee group insurance
premiums. The employee may continue group insurance coverage by enrolling in COBRA.

7.8 JURY DUTY AND OTHER COURT DUTY LEAVE

It is the civic obligation of each employee to serve on a jury if called. While on jury duty, an employee
will receive full pay from the City. An employee will receive full pay when subpoenaed for a deposition
or at a hearing or trial when the testimony involves the employee's role as a City employee. An
employee will not be paid for time served as a plaintiff, defendant, or witness in a civil matter not
involving the employee's role as a City employee, unless that time is taken as accrued vacation leave.

When an employee with a flex schedule or shift schedule is summoned to jury duty, the supervisor
will change the employee's schedule to five eight-hour days, Monday through Friday for the duration
of the jury duty.

The employee shall inform Finance Department staff of the amount received for jury duty or witness
fees, exclusive of travel and parking, and an amount equal to jury or witness fees actually received by
the employee will be deducted from the employee's next month end paycheck.

Employees who are absent from work because of jury duty will retain seniority and all benefits. The
time away will not affect vacation or sick leave accruals.

When an employee is released from jury duty or as a witness by the court during the employee's work
day, the employee is to immediately inform an appropriate supervisor and report to work if requested
to do so. If approved by the employee’s supervisor, the employee may choose to not return to work
for the remainder of the work day and use accrued leave.
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Section 8 — Benefits

8.1 DISABILITY BENEFITS

8.11

All employees are covered by the State Industrial Insurance program (worket's compensation). This
type of insurance covers employees in case of on-the-job injuries or job-related illnesses. For qualifying
cases, State Industrial Insurance will pay the employee for work days lost for any disability resulting
from job-related injuries or illnesses. All job-related accidents should be reported immediately to the
department director.

8.1.2

When an employee is injured due to an on-the-job accident and seeks medical treatment, the employee
is required to file a claim for Worker's Compensation. If a regular employee files a claim, pending
receipt of Worker's Compensation benefits, the City will continue to pay (by use of the employee's
unused accrued leave) the employee's regular salary, unless the employee opts to take leave without

pay.
8.1.3

When the employee receives Worker's Compensation benefits, the amount received will be deducted
from the employee's next pay check. Upon the payment of funds from worket's compensation, the
appropriate amount of accrued leave shall be restored to the employee's account. This policy is to
ensure that employees will receive prompt and regular payment during periods of injury or disability
so long as accrued sick leave is available, while ensuring that no employee receives more than would
have been received had the injury not occurred.

8.14

The City may require an examination at its expense, performed by a physician of its choice, to
determine when the employee can return to work and if the employee will be capable of performing
the duties and responsibilities of the position.

8.2 HEALTH INSURANCE BENEFITS

8.2.1

Effective January 1, 2023 the City will purchase fully insured benefits for Medical, Dental and Vision
Benefits through the Association of Washington Cities (AWC). Plan options and coverages are
identified in the employee’s applicable collective bargaining agreement or non-represented handbook.
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The City’s health insurance coverage is administered in accordance with the Employer Shared
Responsibility provisions of the Patient Protections and Affordable Care Act (PPACA) as amended.
Under terms and conditions of this policy and the City’s health benefits plan, the City provides health
coverage to full time regular and part time regular employees, and their dependents up to age 26. The
benefits, terms, and conditions of the City’s health benefits plans, including costs owed by eligible
employees are explained in the employee’s applicable collective bargaining agreement or non-
represented employee benefits handbook. If there are any conflicts between the City’s health plan and
collective bargaining agreement, the document satisfying the minimum protections of the PPACA
shall apply.

8.2.2
Affordable Care Act (PPACA) Work Hour Qualifications:

Full time regular employees are not subject to an annual or monthly hour limitation and may work
40 or more hours per week, without limit, unless otherwise limited by the City’s overtime policy, job
description, the terms of applicable collective bargaining agreement, or the terms of any other city
policy. Full time employees are not subject to initial or standard measurement, administrative, or
stability periods.

Part-time regular employees are subject to an annual or monthly hour limitation based on their
budgeted FTE or otherwise limited by the City’s overtime policy, job description, the terms of
applicable collective bargaining agreement, or the terms of any other city policy. Part-time regular
employees are not subject to initial or standard measurement, administrative, or stability periods.

Part-time non-regular employees are subject to an annual hour limitation and may not exceed 1,560
work hours annually. Part time non-regular employees are subject to initial and standard measurement,
administrative, and stability periods.

8.2.3
Measurement and Administrative Periods — Initial Periods:

The City uses a 12-month initial measurement period to measure the hours of new part-time and
seasonal employees. If an employee works an average of 30 hours or more per week during an initial
measurement period, the employee will be deemed a full time employee and will be eligible for health
coverage during the initial stability period, regardless of the hours worked as long as the employee
remains employed by the City. If an employee works an average of less than 25 hours per week during
the initial measurement period, the employee will not be deemed a full time employee and will not
be eligible for health coverage during the initial stability period, regardless of the hours worked during
the initial stability period.

To determine the average hours worked by each employee during the 12-month initial measurement
period, the City will divide the employee’s total hours worked during the period by 52.
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The City reserves the right to make and/or negotiate changes in the cartiers and provisions of these
programs when deemed necessary or advisable.

8.2.4

Extended Health Benefits (COBRA) - In compliance with COBRA (the Consolidated Omnibus
Budget Reconciliation Act), the City will offer continuing health care coverage on a self-pay basis to
employees and their dependents following termination (for reasons other than gross misconduct), a
reduction in hours, retitement or death.

8.2.5

Employees may not extend their separation date with the City beyond their last working day to gain
an additional month of medical benefits unless prior approval has been authorized by the Human
Resources Director, City Administrator or Mayor as part of a separation agreement.

8.3 BENEFITS FOR NON-REGULAR EMPLOYEES

Non-regular employees shall not be entitled to paid holidays, vacation, or other leaves of absence, with
or without pay. Benefits provided to non-regular employees shall be limited to those employer paid
benefits required by Federal or state law or as provided for through collective bargaining contracts
and agreements duly agreed upon between authorized employee organizations or unions and the City.

8.4 BENEFITS FOR REGULAR PART-TIME EMPLOYEES

Regular part-time employees shall be eligible for prorated sick leave, holidays, and vacation based on
their budgeted position. They shall be entitled to no other benefits except as required by Federal or
state law or as provided for through collective bargaining contracts and agreements duly agreed upon
between authorized employee organizations or Unions and the City or the Non-Represented
Employee Handbook.

8.5 UNEMPLOYMENT COMPENSATION

Employees may qualify for Washington State unemployment compensation after termination from
City employment depending on the reason for termination and whether certain qualifications are met.

8.6 EMPLOYEE ASSISTANCE PROGRAM (EAP)

8.6.1

The Employee Assistance Program is a voluntary program for professional and confidential counseling
and assistance to employees whose job performance, health, or well-being are adversely affected by
personal problems. Continuation of this program shall be dependent on allocation of funding in the
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City's annual budget. Employees may use sick leave for EAP appointments during scheduled work
hours.

8.6.2

Upon recognition of a work performance problem, the supervisor will engage in normal corrective
counseling with the employee. If the cause of the problem cannot be determined, or it is determined
that the problem is personal in nature, the supervisor may advise the employee of the Employee
Assistance Program.

8.7 EMPLOYEE DEVELOPMENT

8.7.1

The City of Issaquah encourages employees to make use of college and university academic programs
and workshops sponsored by other agencies or organizations in order to fully develop their abilities.
The City will consider providing appropriate assistance to an employee who undertakes a course of
study which is mutually advantageous to the City and the employee's proficiency. A course of study
will be considered advantageous to the City if it is reasonable to expect the employee will have an
opportunity to apply the skill or knowledge in the City's interest during their career. The employee's
present assignment need not limit consideration of City encouragement or assistance to the employee's
academic interests. For employees desiring to enroll in formal academic programs, the City will, when
reasonable under the circumstances, arrange workloads and schedules to permit attendance. Suitable
arrangements will be determined by the department director.

8.7.2

Tuition Assistance - The City of Issaquah encourages employees to obtain additional training and
education which will facilitate their advancement in City employment and be consistent with the best
interests of the City. When there is an adequate budget, the City may, provide an education assistance

plan to improve employees' current and future job-related skills, knowledge, and abilities.

The tuition assistance program was designed to provide for financial assistance to those who are trying
to earn a college degree. Courses taken on an individual basis such as a foreign language, computer
courses or other skill-related courses should be paid through each departments training budget and
not submitted through the tuition assistance program. All regular full time and part time employees
are eligible to participate in the Tuition Assistance program.

8.7.2.1

Employees must submit an application for requested courses to their department director. If approved
by the department director, the request must be submitted to the Human Resources Director. The
maximum number of applications that may be approved by the Human Resources Director will be
determined by the amount of reimbursement funds approved for that budget year.
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In determining which applications to approve, the Human Resources Director will consider the
following factors:

a) 'The value to the City in the course of study to be pursued by the applicant.
b) Recommendations by the applicant's supervisor(s).
c) Length of City service.

d) The City's interest in encouraging the maximum employee patticipation within the budgeted funds
available.

Applicants shall not normally be approved for reimbursement in excess of six hours per semester or
quarter. The Human Resources Director may authorize additional hours in unusual cases based on the
recommendation of the employee's department director.

8.7.2.2

All time expended in relation to any course of study shall be on the employee's own time.

8.7.2.3

Reimbursement - At the end of the course, an expense reimbursement request shall be submitted by
the employee to their department director. Each applicant must furnish a grade report or transcript of
college course completion from the college or university attended. In order to for the reimbursement
request to be approved, the employee must successfully complete the course with a grade of “C” or
better. Once the department director has approved the reimbursement request, it will be forwarded to
the Human Resources Director.

The employee will be reimbursed for the total amount of tuition up to a maximum of six (6) semester
or quarter credits, providing adequate funds are available in the year the course was taken. Employees
must successfully complete the course with a grade equivalent to or higher than “C” or better. If the
amount of reimbursement requests exceeds the budget, the amount budgeted will be disbursed equally
at the end of the year.

The employee shall be responsible for all associated expenses, e.g., costs of books, course materials,
and transportation costs directly related to attending the course.

8.7.2.4

In the event the employee voluntarily resigns from the City during the two-year period following the
date of satisfactory completion of such course, the employee may be required to repay to the City any
amount provided for tuition.

If an employee who is enrolled in a course approved for reimbursement under this program is
terminated for reasons unrelated to the employee’s performance or conduct, the employee may be
reimbursed for current tuition costs upon termination.
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8.7.3

Technical Training - Technical training courses, seminars, workshops, and conferences which are
intended to improve the efficiency or effectiveness of the services rendered by City employees may be
attended by regular part-time and regular full-time employees subject to budgetary provisions and with
advance written permission of the employee's department director.

8.7.3.1

Training sessions may be held during regular working hours at the discretion of the department
director.

8.7.3.2

Employees shall not be compensated for any time spent at training sessions held outside of the
employee's regular working hours unless attendance at the training session was mandatory, the
employee was required to perform productive work, or the training session was directly related to the
employee's current position. However, the department director has the discretion to compensate
employees for time spent in City-sponsored training sessions held outside regular working hours when
the training session relates to the employee's reasonably anticipated future duties or position(s).

8.7.3.3

In the event the employee voluntarily resigns from the City, the employee may be required to
reimburse the City's costs for special training provided to the employee in the previous 12-month

period.

8.8 RETIREMENT BENEFITS

8.8.1

Regular employees are required to participate in either the State of Washington's Public Employees'
Retirement System (PERS) the Law Enforcement Officers' and Fire Fighters' Retitement System
(LEOFF) or Public Safety Employee Retirement System (PSERS) as long as their compensated hours
continue to qualify them for service credit under the appropriate plan. Employer and employee
contributions shall be made in accordance with State law. The employee's contribution shall be made
by means of a payroll deduction.

8.8.2

The City also makes contributions on behalf of all eligible employees to the Social Security System, in
addition to those contributions made by the employee through FICA payroll deductions.
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8.9 EMPLOYEE RECOGNITION

8.9.1

The City’s Emplovee Experience Plan includes four core objectives: 1. to increase clarity and
connection to the City values and priorities, 2. to create a growth and development culture, 3. to
increase connection and fun and 4. to build our feedback and recognition muscles.
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As we look to the future and live up to our SALMON values, we want to ensure that the City is a great

place to work by providing opportunities for growth, treating all employees equitably and retaining
and attracting the best employees.

We, as City of Issaquah employees, are committed to:
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N CITY OF
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Therefore, the City Administrator or Mayor is authorized to implement an employee recognition
program to recognize employees for exceptional work or longevity in City employment through the
use of recognition events, awards or compensation. The Employee Experience Team will make
recommendations to the Administration to carry out the goals of the Employee Experience Plan.

An annual Employee Recognition budget will be adopted by the City Council. The intent of the
Employee Recognition budget is to reward and recognize employees as a retention and attraction tool
while balancing being prudent stewards of public funds. Approval of employee recognition items are
conditioned on the availability of adequate budget. Employees will be responsible to pay applicable
payroll taxes on monetary awards and incentives in accordance with Federal and state law and the
City’s financial policies.
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8.9.2

Service Awards — The City recognizes employees who have achieved significant milestones of
longevity. For every five years of continuous service to the City, an employee is eligible for a $50
reward as follows:

5 years - $50

10 years - $100
15 years - $150
20 years - $200
25 years - $250
30 years - $300
35 years - $350
40 years - $400

Retirement or Separation of a Department Director — Awards are given to employees who achieve
longevity milestones in their careers with the City in any given year, or their retirement. Employees
will be provided a plaque and/or key to the City in recognition of their years of service. Up to $200
will be allowed to purchase decorations, light snacks, refreshments and cake for a farewell event.

8.9.3

SALMON Awards — The City administers a SALMON award program through which it recognizes
employees who have exemplified the City’s values of Sustaining Trust, Acting with Integrity, Leading
with Respect, Mastering Communication, Owning Actions and being N’gaged through peer
nomination.

Up to six award recipients will be provided a plaque, will be recognized at an All City recognition event
and be provided the opportunity for lunch with the Mayor.

8.9.4

Employee Suggestion Award — Innovation awards may be granted to stimulate and reward suggestions
of City employees which are of benefit to the City.

A. To be eligible for a monetary award, a suggestion must make possible an extension of public
service commensurate with the expense involved or an elimination or reduction of City
expenditures without substantially impairing such service, or provide a desirable safety
factor.

B. Employees shall not be eligible for an award for suggestions pertaining to subjects assigned
for research or development or to problems assigned for solution or which such employee
would normally be expected to offer in line of duty.

C. The suggestion must propose a change which was not under active consideration by the City

department affected at the time the suggestion was made.

If duplicate suggestions are submitted, only the first received shall be eligible for an award.

A suggestion which has been put into effect by the department concerned must be

submitted for award consideration within 60 days of its adoption

F. Each employee submitting a suggestion shall execute the following agreement:

@O
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In consideration of my participation in the Suggestion Award Program I hereby agree that the
use by the City of Issaquah of my suggestion concerning shall not be the basis of a
claim of any nature against the City of Issaquah by me, my heirs, executors or assigns.

G. The total amount of each general monetary suggestion award shall be $100.00.
H

. The total amount of a monetary award for the employee of the best suggestion of the year
shall be $500.00.

8.9.5

Annual Recognition Events — The City Administration coordinates recognition events that contribute
to increasing connection and fun to support the workplace culture. These events include but are not
limited to the Summer Employee Recognition Event (SERE), the Pumpkin Derby and the December
Employee Recognition and Awards banquet.

The City may rent a venue, purchase entertainment, decorations, meals and gift cards for raffle not
exceeding $50 for employees in attendance.

Wellness — A handful of activities are planned throughout the year designed to encourage wellness
and social interaction, such as fitness checks, wellness hikes to promote Issaquah’s trails, biking within
the City to promote sustainability, sporting events that promote regular exercise and presentations on
various health and wellness topics. With supervisor approval, employees may attend events scheduled
by the Wellness Team not to exceed one hour during the employee’s regular work schedule monthly.
If an event is planned during the employee’s lunch break, the employee may attend during the lunch
break and may take their lunch break at another time.

In order to motivate participation, employees participating in Wellness challenges shall be eligible for
prize drawings or raffle for receipt of a gift card not exceeding $50.

8.9.6

Small tokens of appreciation — Verbal or written acknowledgement from the Mayor, City
Administrator and/or Supervisor is encouraged to recognize notable employee performance. This

may be accompanied by small tokens of appreciation, e.g., food, pins or coins, city logo wear or gift
cards not exceeding $25.

8.9.7

Pay for Performance — As identified in the City’s Total Compensation Philosophy, we strive to
provide employees with competitive compensation and benefits that reflect current market practices,
strive for equitable pay, and are financially sustainable.

The City recognizes that hardworking and reliable staff are vital to successful operations, especially
during challenging times. Additionally, recruitment is costly and time consuming. Thus, in order to
reward exceptional work and retain talent, the City may in rare circumstances provide employees
additional compensation as follows*:
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Incentive pay — To incentivize future exceptional work performance or to retain talent, the City may
provide incentives or bonuses to employees as approved within the annual budget. The City
Administrator and Mayor reserve the right to determine the amount of the incentive and the eligible
employee(s). Amounts may not exceed $10,000 per individual. A paid day off may also be used as

an incentive.

Step Increases — At the discretion of the Department director and discretionary approval from City
Administrator or Mayor, employees who exceed expectations may be able to move more than one
(1) step through the progression of the wage scale.

8.9.8

Professional Development as Reward — Each department budget includes funds for individual
professional development opportunities. The Human Resources Department budget includes a
Citywide training budget. To foster a culture of growth and development and reward and recognize
staff, department directors may allocate a portion of their department’s budget for attendance at
optional events as a reward for performance.

8.9.9

Shout Outs — A simple gesture can brighten someone’s day. A Shout Outis a peer to peer recognition
tool used to recognize someone for their work, living our organizational values, and talents, and to
contributing to a culture of appreciation, kindness and community. Shout Outs will be published in
the Quahnicle, the City’s employee newsletter.

Special Commendations at City Council Meetings — Formal recognition may be given by the Mayor

and/or City Council following an employee’s heroic or especially metitorious acts of public setrvice.

*See collective bargaining agreement

Section 9 — Discipline, Termination and Grievances

9.1 DISCIPLINARY ACTION

9.11

All employees are expected to exercise good judgment, loyalty, common sense, dedication, and
courtesy in the performance of their duties. The primary mission of every employee is to provide
courteous, ordetly, efficient, and economic delivery of services to the citizens of the City.

9.1.2

Acts, errors, or omissions which discredit the public service or impair the provision of orderly services
to the citizens of the City may result in discipline, including termination.
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9.1.3

The City expects all employees to comply with the City’s organizational vision, values and standards
of conduct. It is important to establish certain expectations regarding employee conduct to ensure
efficient City operations, and for the benefit and safety of all employees. As a general matter,
employees should conduct themselves in a professional manner and use good judgment in performing
their job duties.

Conduct that interferes with City operations is detrimental to the City and/or is offensive to coworkers
or constituents and will not be tolerated. It is not possible to list all of the forms of behavior that are
considered unacceptable in the workplace. The following are examples of behavior that may result in
disciplinary action, up to and including termination of employment:

¥
b)

9
d

5

£)
g

h)

Failure to treat employees and/or citizens in a courteous and respectful manner;
Failure to perform assigned duties, or performance of duties in an unsatisfactory manner;
Unauthorized absence, or excessive tardiness or absences;

Knowingly misusing, taking for personal use, destroying, damaging or wasting property, supplies
or utilities belonging to the City or another employee;

Assaulting, threatening, or intimidating supervisors or any other fellow employee, vendor, or any
member of the public;

Violation of City policy regarding workplace violence;

Engaging in any form of sexual or other unlawful harassment of, or discrimination towards,
another employee, a member of the public, a vendor or other third party;

Falsifying or altering any City record or report, such as an employment application, medical
reports, production records, time records, expense records, absentee reports, or the like;

Misusing City communication systems, including electronic mail, computers, Internet access, and
telephones;

Refusing to follow management’s lawful instructions concerning a job-related matter, or otherwise
being insubordinate;

Smoking where prohibited by City policy or local ordinance;

Using profanity or abusive or offensive language;

Sleeping on the job;

Disclosing confidential information regarding the City or City resident(s);

Negligence or improper conduct resulting in injury or damage to City property;

Failure to fully cooperate with a City investigation;

Failure to follow appropriate notification or other procedures in connection with an absence;

Violating safety procedures or policies, or otherwise endangering the safety of an employee,
coworkers or the public;

Making, publishing or repeating false, vicious or malicious statements concerning a co-worker;
Reporting to work under the influence of alcohol, illegal drugs, non- prescribed controlled
substances, or using, selling, dispensing, or possessing illegal drugs or narcotics on City premises;
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u) Dishonesty;
v) Fighting; or

w) Engaging in off-duty misconduct that interferes with an employee’s ability to do their job or
reflects negatively on the City.

This list contains examples only and is not exhaustive. At management’s discretion, any violation of
the City’s policies or any conduct considered inappropriate or unsatisfactory may subject an employee
to disciplinary action.

9.2 FORMS OF AND PROCEDURE FOR DISCIPLINARY ACTION

9.21

These procedures are intended to provide a brief description of the general disciplinary structure, but
the City reserves the right to deviate from these procedures when, in the City’s sole discretion, it is
appropriate.

9.2.2

There are several types of disciplinary action which may be applied to discourage detrimental behavior
or actions:

a) Oral Warning - Oral warnings may be given for minor offenses, or to bring to the employee's
attention a potential work performance problem. They are intended to give an employee an
opportunity to correct a condition.

b) Written Warning - A written warning will be issued by the supervisor in the event the employee
continues to disregard an oral warning, or if the misconduct, inadequate performance, or infraction
is severe enough to warrant a written record in the employee's personnel file.

c) Suspension (See Subsection 9.2.3, Administrative Leave and Section 9.3, Pre-termination or Disciplinary
Hearing.) - A suspension is time off with or without pay for disciplinary reasons. This form of
discipline is administered as a result of a severe infraction of rules, standards, or for repeated lesser
violations.

d) Demotion - A demotion is a transfer to a position with lesser responsibility and usually less pay.
Demotions may be temporary or permanent. This form of discipline is administered as a result of
a severe infraction of rules, standards, or for repeated lesser violations, or when an employee has
demonstrated an inability to competently perform his assigned position.

e) Disciplinary Probation - A disciplinary probation may be used when an employee has violated
rules and standards, or has demonstrated an inability to competently perform his assigned position,
and the employee is given an additional period of time to demonstrate rule abiding and competent
behavior. During a period of disciplinary probation, a regular employee may not use any earned
but unused vacation benefits or accrued compensatory time, and may not take a floating holiday,
and is ineligible for any other leave.
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Disciplinary probation may be for any period not to exceed six months. If the regular employee
fails to correct performance or repeats the unacceptable conduct during the disciplinary probation
period, the employee may be discharged.

f) Termination - A termination is the involuntary separation of an employee from the City. This form
of discipline is also administered as a result of a severe infraction of rules, standards, or for repeated
lesser violations, or when an employee has demonstrated an inability to competently perform his
assigned position

9.2.3

Paid Administrative L.eave - On a case-by-case basis, the employee may be placed on paid
administrative leave with pay for an indefinite period of time as determined by the Mayor to be in the
best interests of the City during the pendency of an investigation or other administrative proceeding,.

9.3 PRE-TERMINATION OR DISCIPLINARY HEARING

9.3.1

A pre- disciplinary hearing shall be conducted in the following manner before a regular status employee
is terminated for cause or before a disciplinary action is taken which results in a decrease of loss of
pay and/or benefits.

9.3.2

Hearing procedure:

a) The department director and City Administrator shall meet with the employee and conduct the
pre-disciplinary hearing.

b) Prior to the hearing, the employee shall be informed of the reasons known to the employer for
the proposed action.

¢) The employee shall be given an opportunity to respond to by explaining the employee's side of
the story and correcting any misinformation which the employer may be utilizing in its decision.

d) The employee may be accompanied by a union representative.

e) After the hearing, the department director and City Administrator shall make a written disciplinary
recommendation to the Mayor. The employee may respond in writing to the Mayor as to why the
disciplinary recommendation should not be accepted.

f) The Mayor shall issue a decision whether to accept the disciplinary recommendation, impose lesser
discipline, or impose no discipline.
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9.3.3

A decision by the Mayor to affirm, modify or reverse the termination or disciplinary decision shall be
made as soon as practical after the hearing. Written notice of the decision shall be supplied to the
employee.

Section 10- Severability

If any provision of these Guidelines, or if their application to any person or circumstance is held invalid
through legal proceedings, the remainder of the Guidelines, or the application of the provision to
other persons or circumstances is not affected.
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APPENDIX A - DEFINITIONS

Paid Administrative Leave: A temporary leave with pay during the pendency of an investigation or
other administrative proceeding. (See Subsection 9.2.3)

Applicant: A person who has submitted the required City application form(s) for a position opening.

Appointing Authority: The individual or group of individuals responsible for appointment,
discipline, and termination of an employee or employees.

Appointment: The assignment of a qualified applicant to a position by the appointing authority.

At-will Position: A position in which the employee or the City may terminate the employment
relationship at any time with or without cause.

Cause: Any action or inaction which is appropriate justification for disciplinary action, including
termination.

City: Refers to the City of Issaquah in this document.

Class: A group of positions sufficiently similar in duties, responsibilities, authority, and minimum
qualifications to permit combining them under a single title and to permit the application of common
standards for selection and salary range.

Classification Plan: All class descriptions compiled into one written document, containing the duties
and responsibilities in each class description as approved by the Mayor.

Compensation Schedule: A schedule of salary ranges of all classes in the service of the City,
including single position classes, setting forth the salary range for each such class in accordance with
the criteria and procedures set forth in these guidelines.

Compensatory Time Off: Time off from work, in lieu of overtime pay, to compensate the employee
for overtime worked.

Continuous Service: Employment without interruption except for brief (not to exceed 120 days per
year) leaves of authorized absence.

Demotion: The movement of an employee from a higher level of responsibility to a lower level of
responsibility, usually having a lower maximum rate of pay.

Disciplinary Action: Imposition of certain personnel actions (e.g. reprimand, warning, suspension,
dismissal, demotion) as a result of conduct that is a violation of City policy, law, or is otherwise
detrimental to the City.

Examination: Any device or procedure used in the selection process to measure applicant abilities
and suitability for a position, including, but not limited to oral interviews, written tests, performance
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tests, evaluation of performance during orientation period, and scored evaluation of education and
experience.

Exempt Employee: An employee who holds an administrative, executive, or professional position
which is defined as “exempt” under the wage/hour laws of the Fair Labor Standards Act (FLSA) and
the Washington Minimum Wage Act (“MWA?”).

Flex Time: Flex time is defined as the concept of allowing flexible employee work schedules based
around an established period of work hours. Examples are a 4/10 work week or a 9/80 work period.

IAM: Issaquah Administrative Manual, available in each department.

Immediate Family: The spouse, registered domestic partner, parent, child, brother, sister, father-in-
law, mother-in-law, son or daughter-in-law, grandparent, grandchild, other relative living in the
employee's household, or other person with whom the employee has a familial relationship.

Intern: A paid or unpaid temporary employee enrolled in a college, university, or vocational school
who must obtain on-the-job experience in a field directly related to a course of study.

Layoff: The involuntary termination of an employee for reasons due to insufficient work load and/or
funds, the abolition of a position by the City Council, or organizational changes. (See Section 3.12)

Modified Duty: A temporary assignment of limited duties made during an employee's recuperation
from an illness or injury. Modified Duty assignments are made at the discretion of the department
director.

Nepotism: Employment of a member of an employee's immediate family, or of a person with whom
an employee has a familial relationship. (See Section 3.7)

Non-exempt Employee: An employee who is not employed in an exempt administrative, executive,
or professional position as defined under the Fair Labor Standards Act (FLSA) and the Washington
Minimum Wage Act (“MWA”).

Non-regular Employee: An employee who works less than 25 hours per week in the designated
work week as defined by the Fair Labor Standards Act (FLSA), or in a position filled on a temporary
or limited-term basis. Part time non-regular employees may work fixed or fluctuating schedules but
are expected to work 25 hours or less per week.

Non-represented: An employee who is not part of a bargaining unit.

Overtime: Time worked that is required in excess of the regularly-scheduled full-time work period as
defined by the Fair Labor Standards Act (FLSA) or appropriate collective bargaining contract.

Personnel Action: Any action taken with reference to appointment, compensation, promotion,
transfer, layoff, dismissal or other action affecting the status of employment.
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Position: A group of current duties and responsibilities as set forth in a class description by the
Mayor.

Probationary Period: A working test period during which a newly hired or promoted employee is
required to demonstrate his or her ability and capacity to satisfactorily perform the duties of the
position for which the employee has been appointed; or, in the case of disciplinary probation, a
temporary period designated for a regular employee as a result of unsatisfactory performance for the
purpose of allowing the employee to demonstrate necessary improvement.

Promotion: The movement of an employee from a position in one class to another class imposing
increased responsibilities, requiring greater pay and qualifications.

Reclassification: A change in the level of classification of a position in the pay plan.

Regular Employee: An employee who has successfully completed a probationary period in a regular,
budgeted position established by the City Council. Regular employees are credited with service from
the date of hire in a regular position.

Regular Full time Position: A budgeted position with a predetermined schedule equivalent to a full-
time work period as defined by the Fair Labor Standards Act (FLSA).

Regular Part-time Position: A budgeted position scheduled on a continuous basis for less than a
full-time work period, but not less than half-time in the designated work period as defined by the Fair
Labor Standards Act (FLSA).

Reinstatement: The return of an employee to the employee's former position in the service of the
City within one year after layoff or at any time after successful appeal of a suspension, reduction in
responsibility, or termination.

Resignation: The voluntary action by an employee of terminating his employment.

Salary Range: The range of salary rates for a job title as set forth in the compensation plan established
by the City Council.

Salary Step: The minimum and maximum increments and any definite intermediate increments of a
salary range.

Seasonal Employee: An employee that is hired or re-hired into a position for which the customary
annual employment is six months or less, beginning the same season of each calendar year. Seasonal
employees are subject to a mandatory annual break in service of six continuous months before they
may be re-hired into the same seasonal position. Seasonal employees may work up to forty hours per
week during their seasonal employment.

Seniority: Priority of an employee based on the length of the employee's continuous service to the
City since the employee's most recent date of hire.
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Suspension: A temporary removal from duty without pay of an employee for disciplinary purposes.

Temporary Agencies and Independent Contractors: The City may use independent contractors
or persons referred by employment agencies to fill temporary needs arising out of special projects,
abnormal workloads, emergencies, or to replace a regular employee absent due to disability, illness,
vacation, or other approved leave. Such individuals are not considered employees of the City, and are
not eligible for employee benefits.

Termination: The involuntary cessation of employment with the City.

Transfer: The movement of an employee from one position to another position, having essentially
the same salary range, involving the performance of similar duties or levels of responsibility, and
requiring substantially the same basic qualifications.

Volunteer: An individual who performs hours of service for civil, charitable, or humanitarian reasons,
or to gain professional experience without promise, expectations, or receipt of compensation for
services rendered.

Work Week or Work Period: A fixed and regularly recurring period of consecutive hours as defined
by the FLSA and/or specified in a collective batgaining contract or agent between an authotized
employee organization or union and the City.
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